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This  manual  implements  the  provisions  of  DoD  Directive  1400.20, 
"Program  for  Stability  of  Civilian  Employment  in  the  Department 
of  Defense."  It  establishes  and  provides  guidance  to  be  followed 
by  all  DoD  activities  in  carrying  out  the  policies  applicable  to 
the  DoD  Program  for  Stability  of  Civilian  Employment.  It  also 
provides  detailed  procedural  instructions  for  the  operation  of 
the  Automated  Placement  Programs. 

DoD  1400.20-1-M,  "DoD  Program  for  Stability  of  Civilian 
Employment  Policies,  Procedures  and  Programs  Manual,"  April  1988 
is  hereby  cancelled. 


The  provisions  of  this  manual  apply  to  the  Office  of  the 
Secretary  of  Defense,  the  Military  Departments,  the  Defense 
Agencies  and  the  Uniformed  Services  University  of  Health 
Sciences,  (hereafter  called  "DoD  Components") . 


The  manual  is  effective  immediately  and  is  mandatory  for  use  by 
all  DoD  Components. 


Send  recommended  changes  to  the  manual,  through  channels,  to: 


Chief,  Defense  Data  Support  Center 

ATTN:  DDSC 

1507  Wilmington  Pike 

Dayton,  OH  45444-5310 


DoD  activities  may 
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obtain  copies  of  this  manual  from  DDSC, 
shown  above . 
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CHAPTER  1 

GENERAL  INFORMATION 


A.  POLICY  AND  PURPOSE 

1.  The  policy  of  the  Department  of  Defense  (DoD)  is  to  promote 
stability  of  employment  for  civilian  employees  affected  by  changing 
manpower  requirements  and  to  provide  maximum  opportunity  for  placement 
in  other  DoD  positions.  Consistent  with  this  policy,  a  strong 
placement  assistance  program  shall  be  maintained  to  minimize  the 
adverse  effects  on  employees  caused  by  actions  required  for  the 
effective  management  of  the  Department  of  Defense,  such  as,  but  not 
limited  to,  reductions-in-force,  base  closures,  consolidations, 
contracting  out,  position  classification  decisions,  rotation  from 
overseas,  and  transfers  of  functions. 

2.  The  purpose  of  this  manual  is  to  implement  the  policies 
outlined  in  DoD  Directive  1400.20. 

B.  RESPONSIBILITIES 

1.  The  Assistant  Secretary  of  Defense  (Force  Management  and 
Personnel)  (ASP  (FM&P) )  shall: 

a.  Establish  policy  and  issue  procedural  guidance,  as 
necessary,  to  reduce  the  potential  adverse  impact  on  employees  and  to 
maximize  the  use  of  DoD-wide  automated  referral  and  placement  programs 
and  outline  these  policies  and  procedures  in  this  manual. 

b.  Designate  DoD  Zone  Coordinators  and  other  appropriate 
program  managers  who  shall; 

(1)  Act  for  the  ASD  (FM&P),  within  their  assigned  area  of 
responsibility,  to  provide  overall  program  management,  leadership  and 
direction,  obtain  the  affirmative  cooperation  required  to  meet  the 
basic  objectives  of  the  program,  and  exercise  specific  authorities  as 
outlined  in  DoD  Directive  1400.20  and  this  manual. 

(2)  Serve  as  Project  Leaders  and/or  Action  Officers  for 
ASD  (FM&P)  on  DoD  special  projects/studies  concerning  employment, 
reduction-in-force,  and  other  personnel-related  issues. 

2.  The  Assistant  Secretary  of  Defense  (Comptroller)  shall  provide 
implementing  instructions  to  DoD  components  to  assure  that  specific 
financing  is  made  available  by  the  Components  to  installation  levels 
for  severance  pay  and  for  travel  and  transportation  expenses  of  DoD 
employees,  incident  to  relocation  under  the  provisions  of  this  manual. 
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3.  The  Director,  Defense  Logistics  Agency,  shall: 

a.  Serve  as  the  host  agency  for  the  Defense  Data  Support 
Center  (DDSC). 

b.  Provide  support  services  to  the  DDSC,  which  will  receive 
program  policy  guidance  and  direction  from  the  ASD  (FM&P),  through  the 
Office  of  the  Deputy  Assistant  Secretary  of  Defense  (Civilian 
Personnel  Policy  &  Requirements). 

c.  Designate  the  Defense  Electronics  Supply  Center  to  provide 
automated  data  processing  and  other  tenant  support  services  to  DDSC. 

4 .  The  Secretaries  of  the  Military  Departments;  the  Director, 
Defense  Logistics  Agency;  and  the  Deputy  Assistant  Secretary  of 
Defense  (Administration)  shall  designate  a  Component  Coordinator  who 
shall  Be  responsible  for  assuring  the  efficient  operation  of  the 
Stability  of  Civilian  Employment  Program  and  the  supporting  automated 
placement  programs  within  the  Component.  The  Coordinator  shall 
exercise  the  authorities  and  carry  out  the  responsibilities  assigned 
in  this  manual. 

5.  The  Heads  of  DoD  Components,  with  the  concurrence  of  the  ASD 
(FM&P) : 

a.  May  issue  internal  policy  and  procedures,  as  appropriate, 
consistent  with  this  manual. 

b.  Shall  conduct  periodic  installation/activity  inspections 
or  surveys  to  assure  program  compliance. 

c.  Shall,  in  coordination  with  Zone  Coordinators,  designate 
Regional  Coordinators  with  responsibility  for  each  of  the  DoD 
designated  regions  and,  if  required,  in  the  overseas  theaters,  to 
assure  the  efficient  operation  of  the  program  within  and  between 
assigned  activities.  Normally,  a  minimum  of  one  Regional  Coordinator 
shall  be  designated  for  each  region  in  which  the  DoD  Component  has  two 
or  more  civilian  personnel  offices.  Regional  Coordinator  assignments 
shall  be  reviewed  periodically  to  assure  that  designated  coordinators 
devote  the  time  necessary  for  effective  implementation  and 
coordination  of  the  program,  as  outlined  in  this  manual.  Regional 
Coordinators  serve  under  the  general  direction  of  DoD  Zone  and 
Component  Coordinators,  with  responsibility  to  assist  in  carrying  out 
the  full  range  of  field  management  activities  outlined  in  this  manual 
for  their  respective  Regions,  and  with  the  technical  advice  and 
assistance  provided  by  the  appropriate  DoD  Zone  Coordinator. 
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6.  DoD  Zone  Coordinators  shall  act  for  the  ASD  (FM&P),  within 
their  respective  zones,  and  are  responsible  for  providing  overall 
management,  leadership,  direction,  obtaining  affirmative  cooperation 
in  meeting  the  basic  objectives  of  the  DoD  Program  for  Stability  of 
Civilian  Employment,  and  are  the  principal  points  of  contact  in  the 
zones.  Additional  responsibilities  of  the  DoD  Zone  Coordinators  are 
to: 

a.  Obtain  affirmative  support  of  Defense  managers  within 
their  respective  zones  for  the  DoD  Program  for  Stability  of  Civilian 
Employment  and  other  related  programs. 

b.  Conduct  periodic  reviews  and  staff  assistance  visits  or 

surveys  to  assure  program  compliance. 

c.  Authorize  expanded  area  of  consideration  and/or  extended 
period  of  registration  for  registrants. 

d.  Apply  area  job  freezes,  as  necessary,  to  provide  placement 
opportunities . 

e.  Freeze  specific  vacancies  to  provide  placement 
opportunities,  based  on  special  circumstances,  as  determined  by  the 
Zone  Coordinator,  such  as  in  instances  of  late  or  improper 
registrations,  etc. 

f.  Resolve  disputes  of  employees'  qualifications  and  other 

program  matters,  including  providing  assistance  in  resolving  employee 
complaints. 

g.  Develop  policy  and  procedural  guidance  and  resolve 

problems  related  thereto. 

h.  Investigate  and  direct  corrective  action  on  any  non- 

compliance  or  violation  of  DoD  policies.  This  includes  the 
responsibility  to  direct  placements  and  restoration  of  pay, 
allowances,  and  differential,  as  set  forth  in  5  CFR,  Part  550,  Subpart 
H,  Sections  550.801  through  550.804. 

i.  Render  final  decisions  on  all  requests  for  exception  under 
delegated  authority  from  the  ASD  (FM&P). 

j.  Determine  need  for,  schedule  and  conduct  training. 

k.  Provide  overall  direction  and  technical  advice  and 
assistance  to  Regional  Coordinators. 
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7.  The  Chief,  Defense  Data  Support  Center  (DDSC)  shall: 

a.  Design  and  operate  automated  placement  systems  consistent 
with  and  necessary  to  achieve  the  policies  established  by  ASD  (FM&P). 

b.  Develop,  prepare  and  issue  procedural  instructions  and 
directives  for  ASD  (FM&P)  in  support  of  the  program. 

c.  Exercise  general  supervision  of  the  technical  support 
operations  of  the  programs,  including  the  preparation,  development, 
revision  and  distribution  of  DoD  manuals,  forms,  input-output 
documents,  and  other  administrative  works  necessary  to  the  programs. 

d.  As  required,  assist  Zone  Coordinators  in  providing  policy 
and  procedural  training. 

e.  Notify  Zone,  or  Component  Coordinators,  as  appropriate,  of 
delinquencies,  noncompliance,  questionable  actions,  or  violations  of 
program  requirements. 

f.  Maintain  official  program  records  and  submit  reports  to 
OASD  (FM&P),  Zone,  or  Component  Coordinators. 

g.  Plan,  initiate  and  conduct  surveys  to  determine  program 
effectiveness  and  issue  results  to  include  recommended  changes. 

8.  DoD  Component  Coordinators  shall  be  responsible  for  assuring 
the  efficient  operation  of  the  Stability  of  Civilian  Employment 
Program  and  related  programs,  within  their  components,  and  provide 
operational  assistance  and  advice  to  DoD  Regional  Coordinators  and 
activities  of  their  components  to  assure  timely  compliance  with  the 
DoD  Programs.  Specific  responsibilities  include: 

a.  Within  their  component  only,  authorizing  expanded  areas  of 
consideration  and  extended  periods  of  registration  for  displaced  and 
nondisplaced  overseas  employees. 

b.  Initiating  necessary  corrective  action  in  instances  of 
noncompliance  involving  the  component's  activities.  This  includes  the 
responsibli ty  to  direct  restoration  of  pay,  allowances,  and 
differential  as  set  forth  in  5  CFR,  Part  550,  Subpart  H,  Sections 
550.801  through  550.804. 

c.  Settling  qualifications  disputes  within  the  same 
component,  as  referenced  at  Chapter  5,  Para  C2. 

d.  Providing  assistance  in  resolving  employee  complaints. 


( 
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9.  DoD  Regional  Coordinators  (including  overseas),  working  under 
the  general  direction  oi  DoD  Zone  and  Component  Coordinators,  assist 
in  assuring  the  smooth  functioning  of  the  DoD  Program  for  Stability  of 
Civilian  Employment,  in  their  respective  regions,  and  provide 
operational  assistance  and  advice  to  individual  activities.  Specific 
responsibilities  regarding  activities  under  their  direction  are  to: 

a.  Provide  leadership,  assistance,  and  technical  direction 
regarding  the  DoD  Program  for  Stability  of  Civilian  Employment. 

b.  Provide  monthly  reports  to  Civilian  Personnel  Offices  on 
the  status  of  and  policies  applicable  to  the  Program. 

c.  Participate  with  the  Zone  Coordinator  and/or  conduct 
periodic  reviews  or  surveys  to  assure  compliance  with  the  DoD  Program 
for  Stability  of  Civilian  Employment  and  furnish  a  copy  of  their 
reports  to  the  Zone  Coordinator. 

d.  Under  delegated  authority  of  the  Zone  Coordinator,  approve 
exceptions  from  the  Priority  1  or  2,  restriction  on  promotions  and 
reassignments,  expanded  areas  of  registration,  and  such  other  subjects 
as  delegated. 

e.  Resolve  disputes  of  registrant  qualifications  and  other 
operational  problems.  When  necessary,  elevate  unresolved  disputes  to 
the  attention  of  the  Component  Coordinator  or  the  Zone  Coordinator,  as 
appropriate  (see  Chapter  5,  Paragraph  C).  All  disputes  involving  the 
Regional  Coordinator's  own  activity  will  be  elevated  automatically. 

f.  Budget  for  travel  funds  necessary  to  perform  assigned  DoD 
Regional  Coordinator  functions. 

g.  Recommend  policy  and  procedural  changes  to  the  Zone 
Coordinator  and  participate  in  conferences  in  that  regard. 

h.  Provide  counseling  and  assistance  in  response  to  employee 
complaints. 

10.  DoD  Overseas  Liaison  Officers  work  under  the  general 
supervision  of  DoD  Component  Coordinators  and  are  responsible  for 
assisting  CONUS  activities  in  resolving  problems  and  expediting 
placement  of  overseas  registrants. 

11.  Civilian  Personnel  Officers  are  responsible  for  effective 
administration  o£  the  DoD  Program  for  Stability  of  Civilian  Employment 
at  their  activity,  for  counseling  employees  on  program  provisions,  and 
for  informing  Commanders  and  key  managers  on  program  requirements. 
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12.  Commanders  or  Heads  of  Activities  which  are  organizationally 
responsible  for  the  CPO  function  will  issue  a  statement  of  support  for 
the  DoD  Program  for  Stability  of  Civilian  Employment  and  insure  that 
all  managers,  supervisors,  and  staff  officials  comply  with  the  policy 
and  procedures  of  this  program.  Civilian  Personnel  Officers  may 
obtain  additional  statements  of  support  from  Commanders  of  other 
serviced  organizations. 

C.  RECORDS  AND  REPORTS 

1.  Stopper  List  Documentation.  Each  civilian  personnel  office 
will  maintain  a  clear  audit  trail  on  all  actions  to  include  a  file  of 
Stopper  Lists,  requisitions  and  responses  thereto,  and  documentation 
to  show  that  all  appropriate  positions  were  matched  against  Stopper 
Lists  and  were  filled  in  accordance  with  the  policies  and  procedures 
contained  in  this  manual.  Documentation  will  be  retained  two  years. 

2.  Registration  Documentation.  Each  registering  civilian 

personnel  office  will  maintain,  for  two  years  following  deletion  from 
the  program,  an  individual  folder  on  each  registrant  in  the  Priority 
Placement  Program,  with  information  as  follows: 

a.  Registrant's  name  and  date  of  counseling. 

b.  Date  of  registration. 

c.  Documentation  of  authority  for  any  registration  outside 
the  Zone. 

d.  Position  title,  series,  and  grade  at  time  of  registration. 

e.  Date  on  which  substantially  continuous  foreign  service 
began.  (Overseas  employees  only.) 

f.  Dates  of  any  general  or  specific  reduction-in-force 
separation  or  demotion  notice,  functional  transfer  offers,  and 
declinations . 

g.  Positions,  grades,  and  locations  for  which  registered. 
(Resume  audit  will  serve  this  purpose.) 

h.  Offers  received,  accepted,  or  declined  and  from  which 
activities. 

i.  Reasons  for  declinations. 

j.  Date  removed  from  the  program  and  the  reason. 

k.  Any  other  information  determined  necessary  to  document 
placement  consideration  provided. 
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3 .  Overseas  Employment  Program  Registration  Documentation. 
Civilian  personnel  offices  registering  applicants  into  the  Overseas 
Employment  Program  will  assemble  an  individual  folder  for  each 
registrant  and  will  include: 

a.  Name,  position  titles,  series,  grades,  and  locations  for 
which  registered.  (Resume  audit  will  serve  this  purpose.) 

b.  Standard  Form  171,  Application  for  Federal  Employment. 
(Do  NOT  send  to  DDSC.) 

c.  Record  of  queries  received  regarding  registrant,  and 
registrant's  responses. 

d.  Offers  received,  accepted,  or  declined. 

e.  Date  removed  from  program  and  reason(s). 

f.  Any  additional  information  determined  to  be  of  assistance. 

These  records  will  be  retained  for  two  years  following  deletion  from 
the  program. 

4.  Employment  Freeze  Report.  Should  a  DoD  Component  or  a 
subordinate  command  impose  on  an  activity  or  "group"  of  activities  a 
total  moratorium  or  "freeze"  on  personnel  actions  which  impact  this 
program,  the  DoD  Component  will  advise  OASD  (FM&P/CPP&R)  and  the 
appropriate  DoD  Zone  or  Component  Coordinator  as  to  the  nature, 
extent,  and  duration  of  the  "freeze". 
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STABILITY  OP  CIVILIAN  EMPLOYMENT  POLICIES 


A.  PROGRAM  ADMINISTRATION 

1.  For  the  purpose  of  program  administration,  four  geographic 
zones  have  been  established  under  the  DoD  Program  for  Stability  of 
Civilian  Employment.  They  are  reflected  below  and  in  the  map  at  the 
end  of  this  chapter. 

Zone  1:  Boston,  New  York,  Philadelphia  DoD  designated  Regions 
(including  the  Washington,  D.C.,  metropolitan  area) 

Zone  2:  Atlanta  and  Dallas  DoD  designated  Regions 
(including  Puerto  Rico) 

Zone  3:  Chicago  and  St.  Louis  DoD  designated  Regions 

Zone  4:  Seattle,  San  Francisco,  and  Denver  DoD  designated 
Regions  (including  Alaska  and  Hawaii) 

2.  Three  overseas  theaters,  identified  as  the  Atlantic,  Pacific, 
and  European  Theaters,  have  also  been  designated  under  this  Program. 

r3.  Two  Zone  Coordinator  offices  have  responsibility  for  overall 
management  of  this  and  other  related  programs  in  an  assigned  area. 
Those  DoD  activities  east  of  the  states  of  Texas,  Oklahoma,  Kansas, 
Nebraska,  South  Dakota  and  North  Dakota  are  under  the  jurisdiction  of 
the  DoD  Zone  Placement  Office  -  East,  Robins  AFB,  Georgia.  This 
includes  those  activities  in  the  Atlantic  and  European  Theaters.  DoD 
activities  in  the  states  listed  above  and  those  west  thereof, 
including  the  Pacific  Theater,  are  under  the  jurisdiction  of  the  DoD 
Zone  Placement  Office  -  West,  El  Paso,  Texas. 

B.  PRIORITY  PLACEMENT  PROGRAM  TRAINING  REQUIREMENT 

Each  servicing  civilian  personnel  office  is  required  to  have  at 
least  one  person  fully  trained  in  the  policies  and  procedures  of  the 
DoD  Priority  Placement  Program  and  the  DoD  Overseas  Employment 
Program.  Completion  of  the  regular  DoD  Program  for  Stability  of 
Civilian  Employment  Training  Course  by  one  civilian  personnel  official 
and  periodic  updating  will  suffice  to  meet  this  requirement. 
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C.  ADVANCE  PLANNING 

1.  Notice  of  the  closure  of  installations  or  major  reductions 
will  be  announced  promptly  after  the  clearance  prescribed  in  DoD 
Directive  5410.10  is  obtained.  Whenever  possible,  announcements 
should  be  made  at  least  six  months  in  advance  and  requests  for 
clearances  should  be  processed  rapidly.  In  major  base  closures  or 
phasedowns  involving  displacement  of  large  numbers  of  employees, 
announcement  should  be  made  considerably  more  than  six  months  in 
advance,  whenever  possible.  Announcements  shall  include  the 
following : 

a.  Information  to  all  affected  employees  as  to  the  nature  of 
the  action  to  be  taken  and  the  reasons  therefor. 

b.  Information  to  the  appropriate  offices  of  the  Office  of 
Personnel  Management,  local  and  national  officers  of  employee 
organizations  represented  at  the  activity,  local  Bureau  of  Employment 
Security  Offices,  Chambers  of  Commerce,  and  any  other  organizations 
which  may  be  of  assistance  in  organizing  and  conducting  programs  to 
find  employment  for  employees  to  be  displaced. 

c.  In  a  foreign  area,  information  to  the  AMEMBASSY  regarding 
employees,  local  nationals,  third-country  nationals,  and  U.  S. 
citizens  to  be  displaced. 

2.  At  the  time  management  decisions  are  made,  the  effects  on 
personnel  must  be  considered  and  early  plans  initiated,  as  prescribed 
in  DoD  Directive  5410.12,  to  cope  with  these  effects.  Consideration 
will  be  given  to  the  fact  that  early  planning  by  both  operating  and 
personnel  management  officials  and  sufficient  lead  time  on  any 
necessary  actions  are  basic  to  the  success  of  efforts  to  retrain  or 
reassign  employees  adversely  affected  by  changes  in  staffing 
requirements. 

3.  Action  will  be  taken  well  in  advance  of  the  planned  reduction 
to  stop  the  hiring  of  new  personnel  in  jobs  for  which  the  excess 
personnel  are  qualified,  so  that  vacancies  can  be  used  for 
reassignment  of  personnel  who  will  be  adversely  affected  by  reduction- 
in-force  (RIF)  or  transfer  of  function. 

4.  Actions  will  be  taken  to  assure  that  placement  assistance 
efforts  receive  adequate  resource  backing  in  the  form  of  additional 
personnel  and  funds  required  to  operate  an  effective  program. 

5.  When  special  categories  of  employees,  such  as  mentally  or 
physically  handicapped,  etc.,  are  to  be  adversely  affected,  special 
efforts  will  be  made  to  provide  maximum  outplacement  assistance. 
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D.  ADVANCE  NOTICE 

1.  Employees  serving  under  appointments  without  time  limitation, 
who  are  involved  in  separation  by  reduction-in-force  or  who  are 
required  to  accept  assignment  beyond  the  commuting  area  in  a  transfer 
of  function,  are  entitled  to  a  specific  advance  notice  period  ranging 
from  a  minimum  of  30  days  to  a  maximum  of  90  days.  The  minimum 
advance  notice  period  in  an  active  duty  status  shall  be  extended  as 
follows : 

a.  When  the  30  day  minimum  notice  is  given,  employees  who 
request  a  total  notice  period  of  60  days  will  have  such  requests 
approved.  However,  the  additional  30  day  period  may  only  be 
authorized  in  an  annual  leave  or  LWOP  status. 

b.  DoD  Components,  at  their  discretion,  may  authorize  a 
minimum  notice  period  of  60  days  entirely  in  an  active  duty  status. 

c.  At  management's  discretion,  a  further  additional  period  of 
30  days  on  active  duty,  annual  leave  or  LWOP  may  be  approved  to 
provide  a  total  notice  period  not  to  exceed  90  days. 

d.  Employees  who  accept  functional  transfer  and  then  decline 
the  functional  transfer  after  the  initial  notice  period  need  only  be 
given  a  30  day  advance  notice  of  separation.  However,  such  declinees 
are  eligible  for  registration  in  the  Priority  Placement  Program. 

2.  Employees  being  reduced  in  grade  as  a  result  of  reduction-in¬ 
force  should  be  given  as  much  advance  notice  as  feasible,  but  as  a 
minimum,  a  30  day  advance  notice  as  required  by  the  Office  of 
Personnel  Management  regulations.  Priority  Placement  Program 
entitlement  for  those  employees  limited  to  a  notice  of  less  than  60 
days  before  reduction  in  grade  will  continue  for  a  period  which 
provides  for  60  days  from  the  date  of  such  notice. 

3.  U.S.  employees  in  foreign  areas,  and  Alaska,  Hawaii,  Guam,  and 
Puerto  Rico  who  have  return  rights  to  CONUS  will  be  granted  the 
additional  LWOP  or  annual  leave  only  if  the  leave  is  taken  prior  to 
return  to  the  continental  U.S.  for  separation. 

4.  In  reductions  in  which  there  is  reasonable  expectation  that  a 
significant  number  of  employees  being  released  will  be  recalled  to 
their  positions  within  one  year,  consideration  should  be  given  to  the 
authority  to  place  employees  on  a  one-year  furlough. 

5.  Leave  without  pay,  annual  leave,  or  furlough,  under  the 
circumstances  outlined  in  paragraphs  D3  and  D4  above,  are  authorized 
for  the  purpose  of  facilitating  the  Department’s  effort  to  provide 
continuing  Federal  employment,  without  a  break  in  Federal  service,  for 
the  employees  involved. 
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6.  Reduction-in-force  and  other  termination  notices  will  not  be 
issued  with  an  effective  date  for  separation  (or  drop  from  strength 
accounting)  during  the  period  15  December  through  3  January,  nor  will 
any  such  notices  be  issued  for  delivery  to  employees  during  this 
period.  If,  in  specific  situations,  available  resources  absolutely 
preclude  any  delays  caused  by  this  policy,  exceptions  may  be 
authorized  by  specific  approval  of  the  Assistant  Secretary  of  Defense 
(Administration),  the  Assistant  Secretaries  (Manpower  and  Reserve 
Affairs)  of  the  Army  and  Navy,  and  the  Assistant  Secretary  (Manpower, 
Reserve  Affairs  and  Installations)  of  the  Air  Force,  and  Directors  of 
the  Defense  Agencies,  as  appropriate.  It  is  expected  that  exceptions 
will  be  minimal  and  approved  only  when  the  total  adverse  effect  on 
employees  will  be  significantly  increased  if  the  exceptions  are  not 
granted . 


7.  DoD  Program  for  Stability  of  Civilian  Employment-,  Reduction  in 
Force  Information  Pamphlet  (DoD  1400-20-1-P,  revised  September  1990) 
will  be  provided  to  all  employees  affected  by  Reduction-In-Force  (RIF) 
and  those  entitled  to  grade  retention.  If  possible,  this  pamphlet 
will  be  provided  to  the  affected  employee  upon  issuance  of  the  RIP 
notice . 


E.  FUNCTIONAL  TRANSFER 


1.  Determinations  as  to  when  a  transfer  of  function  occurs  among 
different  activities  of  the  DoD  shall  be  made  in  accordance  with  the 
provisions  of  FPM  Chapter  351,  subchapter  10.  Insofar  as  practical, 
implementing  directives  or  instructions  will  incorporate  an  advance 
determination  as  to  whether  a  transfer  of  function  is  involved.  To 
the  maximum  extent  possible,  in  hiring  to  meet  its  requirements,  the 
gaining  activity  will  give  priority  consideration  to  the  employees  of 
the  releasing  activity. 


2.  When  it  is  determined  that  there  will  be  a  functional  transfer 
which  will  result  in  a  reduction-in-force,  the  personnel  office  of  the 
gaining  activity  will  make  a  paper  consolidation  of  the  pertinent 
retention  registers  of  both  activities.  Each  activity  will  process 
for  its  employees  appropriate  actions  to  separate  or  reassign,  as 
determined  from  the  joint  retention  register.  After  conducting  the 
reduction-in- force,  all  reemployment  and  appeal  rights  of  employees 
affected  by  the  functional  transfer  rest  with  the  gaining  activity. 
Whenever  possible,  the  releasing  activity  will  absorb  elsewhere  such 
of  its  employees  as  will  be  made  surplus  by  the  transfer.  Exceptions 
to  these  procedures  will  be  made  only  when  the  activities  involved 
mutually  agree  that  unusual  circumstances  surrounding  the  specific 
transfer  make  the  actual  transfer  of  all  employees  preferable  to  the 
paper  consol idation  of  retention  registers. 


3.  For  overseas  employees  affected  by  functional  transfer, 
to  Chapter  6,  paragraphs  B5  and  D2. 


refer 
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F.  PAYMENT  OF  TRAVEL  EXPENSES  (Overseas  Activities,  see  Chapter  6) 

1.  Employees  being  involuntarily  separated  or  demoted  (other  than 
for  personal  cause),  who  are  in  other  than  a  temporary  status,  will 
have  their  transportation  expenses  paid  by  the  releasing  activity  when 
transferred  or  reassigned  to  a  position  expected  to  continue  for  not 
less  than  one  year  at  another  DoD  activity.  Such  payments  will  be 
made  to  the  maximum  extent  permitted  under  the  provisions  of  the  Joint 
Travel  Regulations,  Volume  2.  This  shall  include  employees  who  have 
been  or  will  be  affected  by  a  reduction-in-force,  involuntary  furlough 
for  six  months  or  more,  transfer  of  function  or  base  closure,  and 
employees  who  have  been  separated  for  these  reasons  and  are  reemployed 
in  DoD  within  the  period  of  one  year  from  date  of  separation.  Also 
included  are  displaced  DoD  employees  who,  during  their  period  of 
registration  eligibility,  are  recruited  for  and  placed  in  positions  in 
the  Federal  Government  as  a  result  of  an  interrogation  of  the  DoD 
Priority  Placement  Program  or  other  outplacement  efforts,  under 
conditions  provided  in  paragraph  F2  below,  and  employees  who  transfer 
to  a  non-DoD  Federal  activity  prior  to  separation  because  of 
reduction-in- force  or  transfer  of  function  or  have  been  separated  for 
these  reasons  and  are  reemployed  within  one  year  of  date  of  separation 
in  a  non-DoD  Federal  Agency  at  a  duty  station  located  within  the 
United  States,  United  States  territories  and  possessions,  the 
Commonwealth  of  Puerto  Rico  or  overseas  areas.  The  releasing  DoD 
activity,  if  located  within  the  above  listed  areas,  will  endeavor  to 
have  the  non-DoD  activity  pay  travel  and  transportation  expenses  to 
the  new  location;  however,  if  this  is  not  possible,  the  releasing  DoD 
activity  will  pay  the  expenses. 

2.  Employees  eligible  for  Priority  Placement  Program  registration 
being  involuntarily  separated  (other  than  for  personal  cause)  may  seek 
other  employment  on  their  own  initiative.  When  such  employees  obtain 
positions  within  the  Federal  Government,  they  are  entitled  to  have 
their  transportation  expenses  paid,  provided  they  have  not  previously 
declined  a  valid  position  offer  and: 

a.  The  position  is  in  the  same  DoD  zone  where  employed,  or 
outside  the  zone  if  the  releasing  activity  certifies  that  the  employee 
has  neither  declined  to  accompany  his  function,  nor  can  be  assured  a 
suitable  offer  within  the  zone  and  the  Zone  Coordinator  approves. 
(Employees  obtaining  positions  in  Alaska  or  Hawaii  from  Zone  4  and 
within  Puerto  Rico  from  Zone  2  will  have  their  transportation  expenses 
paid  by  the  releasing  activity  only  if  the  releasing  activity 
certifies  that  a  suitable  offer  cannot  be  assured  within  CONUS  in  the 
respective  Zone.  For  example,  an  employee  who  can  be  assured  a 
suitable  offer  elsewhere  in  Zone  4  would  not  have  transportation  costs 
to  Alaska  or  Hawaii  paid  by  the  releasing  activity  if  such  employment 
was  obtained  on  the  employee's  own  initiative.) 
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b.  If  the  position  is  in  a  Federal  Agency  other  than  DoD  and 
is  obtained  prior  to  separation  or  within  one  year  after  separation, 
the  cost  will  be  borne  by  the  releasing  activity  if  the  gaining 
activity  will  not  assume  the  expense.  Cost  of  travel  expense  will  be 
assumed  by  the  releasing  activity  if  the  position  is  in  DoD. 


3.  Office  of  the  Secretary  of  Defense,  Office  of  the  Joint  Chiefs 
of  Staff,  the  Military  Departments  and  Defense  Agencies  will  establish 
procedures  to  remove  any  financing  impediments  to  maximum  employment 
of  all  Defense  employees  affected  by  base  closures,  transfers  of 
functions,  and  other  reductions.  As  required  by  DoD  Directive 
1400.20,  arrangements  will  be  made  to  assure  that  funds  are  set  aside 
and  available  at  the  component  headquarters  or  major  command  level  for 
installations  when  needed  for  the  payment  of  travel  and  transportation 
expenses  for  this  purpose.  Implementing  instructions  issued  by  the 
components  will  advise  field  agencies  that  local  financial  plans  will 
be  increased  to  the  extent  necessary  to  pay  travel  and  transportation 
expenses  incidental  to  hiring  such  employees. 


4.  When  reimbursement  for  temporary  quarters  and  miscellaneous 
expenses  cannot  be  authorized  by  the  losing  activity  under  the  Joint 
Travel  Regulations,  such  costs  are  to  be  borne  by  the  gaining  activity 
when  an  employee  is  placed  into  the  gaining  activity  under  the  PPP 
from  an  overseas  assignment.  This  is  in  accordance  with  JTR,  Vol  2, 
Para  cl052. 


G.  EARLY  RELEASE  OF  EMPLOYEES  IN  BASE  CLOSURES  AND  MAJOR  TRANSFERS  OF 
FUNCTION 


1.  Whether  or  not  formal  placement  efforts  to  assist  affected 
employees  at  activities  being  closed  or  transferred  have  begun, 
vacancy  information  forwarded  from  other  DoD  and  Federal  activities  in 
or  near  the  commuting  area  will  be  disseminated  to  employees. 
Activities  will  not  inhibit  the  recruitment  and  selection  of  employees 
for  other  positions  in  or  near  the  commuting  area  and  employees 
selected  for  such  positions  will  be  promptly  released. 

2.  When  necessary,  employees  released  may  be  replaced  by 
temporary  or  term  appointees,  by  detail  of  personnel  from  other 
activities,  by  temporary  use  of  military  personnel,  or  by  other 
means.  In  appropriate  cases,  action  to  reprogram  for  a  more  rapid 
phase-out  of  the  activity  being  curtailed  or  transferred  may  be 
considered  . 
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H.  RETRAINING 


Upon  determining  that  employees  will  be  adversely  affected  by 
reductions  or  shifts  in  staffing  by  base  closures  and  by  other 
management  decisions,  installations  will  make  every  effort  to  identify 
actual  and  potential  skills  of  affected  employees  for  placement 
possibilities  which  will  retain  as  many  employees  as  possible  in 
continuing  employment  in  their  current  or  allied  skills  or  in  skills 
for  which  they  can  be  trained.  In  many  instances,  short-term  training 
or  orientation  will  achieve  the  placement.  In  others,  formal  training 
may  be  required.  In  such  instances,  available  in-house  capabilities 
should  be  utilized.  When  these  are  not  available  or  feasible, 
assistance  of  the  Department  of  Labor  and  other  outside  training 
program  sources  should  be  sought. 

I.  SEVERANCE  PAY 


1.  An  employee  who  is  involuntarily  separated  from  Federal 
service  may  be  entitled  to  severance  pay.  The  separation  of  an 
employee  who  declines  a  position  when  it  is  moved  to  another  commuting 
area  because  of  a  transfer  of  function  is  an  involuntary  separation 
for  purposes  of  entitlement  to  severance  pay,  unless  the  employee's 
position  description  or  other  written  agreement  of  understanding 
provides  for  such  reassignment.  Under  certain  conditions,  a 

,  resignation  is  considered  to  be  an  involuntary  separation  for  purposes 
I  of  entitlement  to  severance  pay.  Severance  pay  will  be  administered 
in  accordance  with  the  provisions  of  FPM  Supplement  990-2,  Book  550, 
Subchapter  S7. 

2.  Components  will  insure  that  adequate  counseling  and  proper 
administration  of  severance  pay  provisions  are  carried  out  when 
entitlement  is  due.  (Guidance  on  registering  activity  procedures  is 
provided  in  Ch  3,  para  B3).  Releasing  activities  are  required  to  make 
efforts  to  obtain  equivalent  job  offers  for  employees  with  non-DoD 
Federal  Agencies  in  the  commuting  area.  Placement  efforts  with  other 
DoD  activities  in  the  commuting  area  will  be  through  obligatory 
registration  in  the  PPP. 

J.  RELATED  POLICIES 

1 .  Salary  and  Pay 

a.  Pay  Fixing.  A  registrant  who  is  placed  through  PPP  or  a 
DoD  employee  who  is  scheduled  for  separation  or  demotion  by  reduction- 
in  force,  or  failure  to  accompany  a  function,  who  is  placed  by 
reassignment,  change  to  lower  grade,  reinstatement  or  transfer,  or 
Reemployment  Priority  List  ( RPL ) ,  will  have  pay  fixed  in  the  new  grade 
at  a  step  rate  which  preserves,  to  the  maximum  extent  possible,  the 
last  earned  rate,  except  when  such  rate  is  earned  while  serving  under 
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a  temporary  promotion.  This  requirement  is  established  for 
Classi f ication  Act  and  Wage  Grade  employees  and  does  not  preclude  use 
of  the  "highest  previous  rate"  rule  authorized  by  PPM,  Chapter  531, 
Subchapter  2. 


b.  When  a  surplus  Wage  Grade  employee  is  reassigned, 
transferred,  or  reinstated  under  the  Priority  Placement  Program  from  a 
lower  paying  wage  area  to  a  higher  paying  wage  area,  the  step  held 
will  be  preserved  to  the  maximum  extent  possible. 

c.  Pay  Retention.  An  employee  placed  in  a  lower  grade 
position  and  who  is  eligible  for  pay  retention  under  Office  of 
Personnel  Management,  Department  of  Defense,  or  military 
department/Defense  Agency  regulations  will  be  accorded  pay  retention 
if  such  rate  is  higher  than  that  which  can  be  provided  under  the 
"highest  previous  rate"  rule.  If  otherwise  eligible,  an  employee  is 
entitled  to  pay  retention  when  placed  in  a  lower  grade  position  within 
DoD  even  though  a  movement  across  component  lines  is  involved. 

2.  Promotions  at  activities  being  closed.  Permanent  promotions 
and  appointments  will  not  be  made  at  any  activity  announced  for 
closure  or  substantial  reductions,  e.g.,  25%  or  more  of  work  force, 

during  the  18  months  immediately  preceding  the  date  of  such  closure  or 
reductions,  except  in  those  instances  in  which  promotion  is  mandatory 
to  satisfy  an  employee's  enforceable  assignment  rights,  such  as  | 
statutory,  administrative  reemployment  or  restoration  rights,  or 
implementation  of  new  classification  standards. 

a.  Permanent  promotions  will  not  be  made  at  either  gaining  or 
releasing  activities  in  those  functions  involved  in  transfer  and 
merger  of  functions  within  18  months  of  the  date  of  the  merger  unless 
a  determination  as  to  a  different  time  interval  is  mutually  agreed 
upon  by  the  releasing  and  gaining  activities.  Upon  declination  of 
transfer  of  function  and  subsequent  registration  in  the  Priority 
Placement  Program,  permanent  promotions  of  such  registrants  will  not 
be  made.  An  exception  to  this  is  the  promotion  of  an  employee  to 
satisfy  enforceable  assignment  rights  such  as  statutory, 
administrative  reemployment  or  restoration  rights,  or  implementation 
of  new  classification  standards. 

b.  Details,  temporary  promotions,  temporary  appointments,  and 

term  appointments  will  be  used  to  the  maximum  extent  possible  at  such 
activities.  Employees  receiving  temporary  promotions  will  be 

registered  in  the  Priority  Placement  Program  at  a  grade  level  not 
above  the  grade  from  which  temporarily  promoted. 


< 
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3.  Continuing  Positions.  It  is  intended  that  an  employee 
referred  for  placement  normally  will  be  placed  in  a  continuing 
position.  A  continuing  position  is  an  unencumbered  or  uncommitted, 
permanent  position  in  either  the  competitive  or  excepted  service  which 
is  scheduled  to  be  filled  at  the  activity,  including  a  vacant  position 
to  which  a  DoD  employee  has  return  placement  rights  from  overseas. 
Also,  a  continuing  position  available  for  placement  of  a  registrant  is 
defined  as  any  position  in  the  competitive  or  excepted  service  without 
a  known  termination  date  which  is  encumbered  by  a  temporary  appointee, 
temporary  promotee/ass ignee ,  or  reemployed  annuitant.  Temporary,  time 
limited  positions  of  one  year  or  less  duration  are  excluded  from  this 
definition  but  are  covered  by  the  provisions  of  Chapter  4,  paragraph 
A5,  this  manual.  The  standard  reduction-in- force  definition  of  a 
position  that  will  continue  for  more  than  90  days  will  not  be  used  as 
the  criterion. 

4.  Physical  Examinations.  Normally,  no  physical  examination  will 
be  required  when  an  employee  is  referred  for  placement  in  a  position 
for  which  otherwise  qualified.  In  unusual  circumstances,  in  which  the 
position  to  which  the  employee  referred  for  placement  requires  clearly 
higher  physical  qual if ications  than  are  required  in  the  employee's 
present  position,  the  gaining  activity  may  request  the  releasing 
activity  to  arrange,  at  the  releasing  activity's  expense,  any 
necessary  physical  examination  prior  to  the  employee  being  reassigned 
or  transferred  to  a  new  position  in  another  commuting  area.  If  the 
position  is  in  the  same  commuting  area,  any  physical  examinations 
required  will  be  the  responsibility  of  the  gaining  activity.  Disputes 
on  physical  qualifications  will  be  referred  to  the  appropriate  Zone 
Coordinator  for  resolution. 

5.  Performance  Tests.  An  employee  who,  at  the  time  of  registra¬ 
tion  in  the  Priority  Placement  Program,  occupies  a  position  or  has 
occupied  a  position  with  satisfactory  performance  within  the  past 
three  years  for  which  a  performance  test  is  part  of  Qualification 
Standards,  will  be  considered  as  having  met  the  performance  test 
requirement.  Other  employees  who  have  not  passed  required  performance 
tests  within  36  months  preceding  registration  will  be  registered  for 
positions  requiring  a  performance  test  only  after  test  requirements 
have  been  satisfactorily  met.  In  accordance  with  X-118,  proficiency 
requirements  may  be  met  for  Clerk  Typist,  Clerk  Stenographer,  Data 
Transcriber  and  positions  with  parenthetical  titles  of  (Typing), 
(Stenography),  or  (Data  Transcription)  by  self  certification  of  the 
registrant.  However,  it's  important  that  activities  use  judgment,  in 
that,  individuals  must  have  something  in  their  background  that 
supports  the  self  certification. 
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6.  Temporary  Retention  of  Sick  Employees  Scheduled  for 
Separation.  ~~  " 


a.  Title  5,  CFR,  Part  351,  Subpart  F,  Section  351.608 
authorizes,  as  an  exception  to  regular  retention  order  in  a  reduction- 
in-force,  the  temporary  retention  of  a  lower-standing  employee  on  sick 
leave  for  a  period  not  to  exceed  the  exhaustion  of  that  employee's 
accumulated  sick  leave. 

b.  The  Office  of  Personnel  Management  (0PM)  has  made  the  use 
of  this  authority  to  make  exceptions  to  retention  standing  for  sick 
employees  optional  with  the  agencies.  It  shall  be  the  policy  of  the 
Department  of  Defense  to  use  this  authority  under  the  following 
conditions : 

(1)  When  employees  have  applied  for  and  the  OPM  has 
approved  employees'  retirement  for  disability.  If  such  employees  opt 
to  use  all  of  their  earned  sick  leave,  they  will  be  separated  when  it 
is  exhausted. 

(2)  When  an  employee  is  incapacitated  for  duty  in  his 
present  position  due  to  illness  or  disability  that  can  reasonably  be 
expected  to  incapacitate  him  from  such  duty  for  30  days  or  more  after 
the  effective  date  of  his  reduction-in-force.  Responsibility  for 
determining  that  this  requirement  is  met  rests  with  the  responsible 
official  of  the  activity  concerned  and  such  documentation  of 
examination  by  a  Federal  medical  officer  as  is  considered  necessary 
may  be  required  of  the  employee.  Such  employees  will  be  separated 
upon  the  exhaustion  of  their  sick  leave  or  termination  of  their 
incapacity,  whichever  is  earlier. 

(3)  The  grant  of  an  exception  to  retention  standing  will 
specify  an  automatic  termination  date.  With  appropriate  justifi¬ 
cation,  this  date  can  subsequently  be  extended. 

(4)  An  employee  on  leave  without  pay  while  being  carried 
on  the  rolls  of  the  Office  of  Workers'  Compensation  Programs  may  be 
separated  and  need  not  be  restored  to  a  pay  status  for  the  purpose  of 
granting  any  credited  sick  leave  remaining. 

7.  Special  Consideration  for  Repromotion  or  Position  Change  for 
Employees  Receiving  Grade  or  Pay  Retention  Benefits.  Consistent  with 
the  "objective  of  assigning  employees  to  positions  with  responsiblities 
commensurate  with  their  qualifications  and  pay,  it  is  the  policy  of 
the  Department  of  Defense  that  the  priority  placement  requirements  of 
this  manual  will  be  augmented  by  other  positive  placement  assistance 
for  employees  receiving  grade  or  pay  retention  benefits,  due  to 
involuntary  placement  in  lower  grade  positions,  for  reasons  such  as 
reduction-in- force,  correction  of  classification  error,  return  from 
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overseas,  or  declination  of  functional  transfer.  FPM  Chapter  335 
provides  agencies  the  option  of  making  an  exception  to  competitive 

promotion  procedures  for  placement  of  such  employees.  Accordingly, 
before  making  selections  under  competitive  promotion  procedures,  each 
DoD  activity  will  provide  special  consideration  to  its  current 
employees  who  are  receiving  such  benefits  and  who  would  be  in  the 
established  area  of  consideration  for  the  position.  If  an  employee  is 
qualified  and  interested,  special  consideration  must  be  extended  to 
positions  at  or  below  the  grade  from  which  demoted  and  in  the  pay 

group  which  covered  the  employee  prior  to  placement  in  the  lower  grade 

position.  Special  consideration  does  not  extend  to  positions  which 
offer  known  promotion  potential  to  a  grade  above  that  from  which 

demoted.  Special  consideration  will  cease  when  the  employee  is  no 
longer  entitled  to  grade  or  pay  retention  benefits.  Declination  of  a 
valid  offer  at  an  intervening  grade  will  terminate  the  employee's 
entitlement  to  repromotion  consideration  at  that  grade  level,  but  the 
employee  will  continue  to  receive  special  consideration  for  higher 
grades,  up  to  and  including  that  from  which  downgraded.  Placement 
actions  under  this  provision,  within  the  employee's  current  employing 
activity,  may  take  precedence  over  Priority  1  or  2  PPP  registrants 
during  the  above  eligibility.  Components  may  provide  special 
consideration  beyond  the  above  minimum  DoD  provisions. 

8.  Personnel  Servicing  After  Base  Closure.  When  an  activity  is 
being  closed ,  it  is  necessary  for  another  activity  to  be  designated  to 
provide  personnel  servicing  to  any  caretaker  or  other  residual  forces 
and  to  fulfill  the  duties  and  responsibilities  associated  with  the  DoD 
Program  for  Stability  of  Civilian  Employment.  Unless  otherwise 
authorized  by  the  Assistant  Secretary  of  Defense  (Force  Management  and 
Personnel),  the  nearest  DoD  servicing  personnel  office  will  be  so 
designated,  regardless  of  component. 

9.  Base  Closure  Placement  Teams.  When,  at  a  base  scheduled  for 
closure,  there  is  a  shortage  of  locally  available  trained 
personnel ists  to  provide  essential  staffing  to  complete  the  closure 
action,  the  responsible  Component  Coordinator  will  provide  for 
augmentation  of  the  local  base  Civilian  Personnel  Office,  or  organize 
from  within  the  component,  a  special  placement  team  to  be  assigned  to 
the  base  during  the  closure  period. 

10.  Requests  for  Authority  to  Allow  Voluntary  Retirements 

a.  All  requests  for  authority  to  permit  early  optional 
retirements  in  major  reduction-in-force  situations  will  be  forwarded 
in  writing,  through  channels,  to  the  Office  of  the  Assistant  Secretary 
of  Defense  (Force  Management  and  Personnel).  Requests  may  be 
initiated  by  an  individual  activity,  command,  or  component  and  will 
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provide  the  required  information  outlined  in  Federal  Personnel  Manual, 
Chapter  351,  Appendix  B,  and,  in  addition,  will  provide  an  assessment 
of  placement  opportunities  within  the  area  proposed  for  application  of 
the  authority. 

b.  Before  forwarding  the  request  to  the  Office  of  Personnel 
Management,  the  Office  of  the  Assistant  Secretary  of  Defense  (FM&P) 
may  request  the  Zone  Coordinator  to  review  and  advise  on  the  necessity 
for  the  special  authority.  Also,  in  major  Defense  directed  reductions 
or  base  closures,  the  Office  of  the  Assistant  Secretary  of  Defense 
(FM&P)  may  initiate  requests  for  the  special  authority  to  the  OPM. 


1 1 .  Withdrawal  of  a  Resignation,  a  Retirement  Application,  or 
Declination  of  Functional  Transfer.  There  are  two  circumstances  Tn 
which  decisions  on  withdrawal  of  Fesignation,  retirement  application, 
or  functional  transfer  declination  will  not  be  open  to  employee 
discretion.  These  are: 


a.  When  the  employee's  position  has  been,  or  is  scheduled  to 
be  abolished,  or 

b.  A  commitment  of  the  position  to  be  vacated  or  declined  has 
been  made  to  someone  else. 


12.  Caretaker  Work  Forces.  Employees  assigned  to  caretaker  work 
forces  at  closed  DoD  act ivi ties  will  serve  on  term  or  temporary 
appointments.  Only  with  advance  approval  of  the  Component  Coordinator 
may  caretaker  positions  be  filled  on  a  career  or  career-conditional 
basis.  Employees  assigned  to  caretaker  work  forces  may  be  registered 
in  the  Priority  Placement  Program  for  consideration  at  other  DoD 
activities  at  their  last  permanent  grade  held  immediately  before 
assignment  to  the  term  or  temporary  appointment  in  the  caretaker  work 
force.  Registration  must  be  effected  prior  to  date  separated  or 
assigned  from  last  permanent  position. 

13.  Priority  Placement  Procedures  Applicable  to  Actions  at 
Candidate  Activities  Involving  Closures,  Major  Curtailments,  and~ 
Relocations .  The  follow! ng  procedures  apply  to  vacancies  arising  at" 
activities  which  are  candidates  for  base  closure,  major  curtailment 
(Category  1),  or  relocation  (Category  2).  Zone  Coordinators  will 
establish  procedures  at  affected  activities  and  notify  the  Defense 
Data  Support  Center  and  appropriate  Coordinators.  The  general 
policies  contained  in  Chapters  3  and  4  are  applicable  to  vacancies  at 
activities  scheduled  for  closure,  major  curtailment,  or  relocation  and 
will  be  followed. 

a .  Gaining  Candidate  Activities 


(1)  Stopper  Lists  will  be  matched  against  vacancies. 
(Closure,  major  curtailment,  or  relocation  study  is  not  a  basis  for 
considering  a  vacancy  as  noncontinuing.) 
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(2)  Requisitions  will  be  submitted  to  DDSC  when  vacancies 
match  Stopper  List  skills,  options,  and  grades. 

(3)  Offers  will  be  transmitted  to  releasing  activities 
for  matching  registrants  fully  qualified  for  vacancies,  in  accordance 
with  the  following  guidelines: 

(a)  Releasing  activities  will  be  informed  of  the 
nature  of  the  candidate  activity  action  and  instructed  to  inform  the 
registrant  when  making  the  placement  offer. 

( b)  Candidates  for  Closure  or  Major  Curtailment 
(Category  1).  Offers  will  be  extended  only  for  matching  registrants 
currently  residing  in  the  gaining  candidate  activity's  commuting  area. 

(c)  Candidates  for  Relocation  (Category  2).  Offers 
will  be  extended  to  matching  registrants. 

( d )  Activities  in  Both  Categories  1  and  2.  Of f e rs 
will  be  extended  under  the  above  guidelines  dependent  upon  whether  the 
vacancy  is  in  an  organization  subject  to  closure  or  major  curtailment 
(Category  1),  or  in  a  continuing  organization  subject  to  relocation 
(Category  2). 


(4)  If  the  offer  is  declined,  a  report  action  will  be 
submitted  to  DDSC  using  Code  26  with  the  statement  "Candidate  Activity 
-  Not  a  Valid  Offer." 

b.  Releasing  Activities 

(1)  Upon  receipt  of  a  placement  offer  from  a  candidate 
activity,  the  offer  will  be  transmitted  to  the  registrant. 

(2)  The  registrant  will  be  fully  informed  of  the  action 
being  studied  at  the  candidate  activity,  i.e.,  closure,  major 
curtailment,  or  relocation. 

(3)  If  a  relocation  candidate,  the  registrant  will  be 
advised  of  the  relocation  site(s)  under  study.  If  an  offer  is 
accepted  at  an  installation  subject  to  relocation  (Category  2),  the 
registrant  will  be  required  to  declare,  in  writing,  agreement  to 
subsequent  relocation  if  the  candidate  action  is  approved. 

(4)  The  registrant  will  be  advised  that  declination  of 
the  offer  will  not  remove  the  registrant  from  the  Priority  Placement 
Program.  If  an  offer  is  declined,  a  Code  26  will  be  submitted  by  the 
requisitiong  activity  to  DDSC  containing  a  full  explanation. 
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(5)  If  the  offer  is  accepted,  the  appropriate  report 
action  will  be  submitted  to  DDSC  deleting  the  registrant  from  the 
program. 


(6)  If  an  offer  is  accepted  at  a  Category  1  candidate 
activity  and  the  registrant  is  subsequently  displaced  at  the  candidate 
activity  by  reduction-in- force,  the  employee  will  again  be  eligible 
for  Priority  Placement  Program  registration. 


(7)  If  an  offer  is  accepted  at  a  Category  2  activity  and 
the  registrant  has  declared,  in  writing,  agreement  to  subsequent 
relocation,  normally  the  employee  would  be  ineligible  to  register  in 
the  Priority  Placement  Program.  However,  Zone  Coordinators  may 
approve  registrations  on  an  individual  case  basis. 
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CHAPTER  3 

PRIORITY  PLACEMENT  PROGRAM 
ELIGIBILITY  AND  REGISTRATION 


A.  GENERAL  POLICY 


1.  The  Priority  Placement  Program  provides  the  primary  method  of 
registration  and  referral  of  DoD  personnel  for  placement  consideration 
at  DoD  activities  within  the  United  States  and  Puerto  Rico,  who  are: 


force , 

a. 

scheduled 

for 

involuntary 

separation  by 

reduction-in¬ 

months 

b. 

or 

scheduled 

more, 

for 

involuntary 

furlough  for  a 

period  of  6 

c.  scheduled  for  demotion  by  reduction-in-force, 

d.  scheduled  for  separation  due  to  declination  of  functional 
transfer  outside  the  commuting  area  or  whose  positions  have  been 
relocated  outside  the  commuting  area  but  within  the  competitive  area, 
and  who  are  not  on  a  mobility  agreement, 

e.  satisfactorily  completing  a  tour  of  duty  or  equivalent  in 
a  foreign  area,  territory,  possession,  or  in  the  states  of  Alaska  and 
Hawaii . 

For  registration  of  overseas  displaced  and  nondisplaced  employees,  see 
Chapter  6. 

2.  Registration  Eligibility.  The  Priority  Placement  Program  is 
invoked  while  eligibles  are  still  employed.  Displaced  employees  with 
career/career-conditional  status  and  excepted  employees  with  personal 
career/career-conditional  status  whose  job  performance  and  conduct  are 
satisfactory  under  the  registering  activity's  performance  evaluation 
system  and  who  meet  one  of  the  following  criteria  may  be  registered: 

a.  Employees  who  are  to  be  adversely  affected  by  RIF  or 
declination  of  functional  transfer.  Such  employees  include  part-time, 
intermittent,  seasonal  or  on  call  employees  with  status  as  described 
above,  as  well  as  employees  scheduled  for  furlough  for  6  months  or 
more . 


b.  Full-time  employees  who  decline  a  part-time  position 
offered  under  RIF  procedures  or  such  employees  who  decline  a  part-time 
position  at  the  losing  activity  following  declination  of  an  out-of¬ 
area  functional  transfer.  Such  employees  being  separated  after 
declining  the  part-time  job  offers  will  have  PPP  registration 
eligibility  just  as  though  the  part-time  work  had  not  been  offered. 
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c.  Employees  receiving  retained  grade  benefits  who  are 

impacted  by  subsequent  Reduction-in-Force  action,  either  separation  or 
placement  resulting  in  further  retained  grade  benefits,  may  be 
registered  under  the  most  recent  of  these  actions  for  the  highest 
grade  to  which  they  have  retained  grade  entitlement.  The  three  GS 
grade  registration  limitation  will  not  be  applied  to  the  highest 
retained  grade  when  this  limitation  will  prohibit  the  employee  from 
registering  for  current  grade.  (For  example,  an  employee  whose 
retained  grade  is  GS-9  and  who  is  currently  assigned  to  a  GS-5 
position,  may  be  registered  as  the  result  of  a  subsequent  RIF  action 
down  to  and  including  the  GS-5  level,  even  though  it  is  more  that 

three  GS  grades  or  equivalent  below  the  GS-9.)  For  involuntary 
registrants,  the  retained  grade,  the  grade  of  the  current  position  and 
all  intervening  grades  must  be  included.  Registrants  so  affected  will 
have  their  priority  determined  on  the  basis  of  cumulative  grades 

downgraded . 

d.  Employees  who  are  eligible  for  and  take  Discontinued 

Service  Retirement,  as  result  of  RIF  or  declination  of  functional 
transfer  and  who  are  still  interested  in  continued  employment. 
Registration  must  be  effected  prior  to  the  date  of  retirement. 

e.  Employees  eligible  for  Optional  Retirement,  but  who  are 

also  eligible  for  and  elect  to  take  Discontinued  Service  Retirement 

under  the  conditions  cited  above,  provided  they  desire  continued 

employment  within  DoD. 

f.  An  otherwise  eligible  registrant  who  resigns  but  desires 
continued  Federal  employment.  (Release  date,  element  45,  should  be 
one  year  from  resignation  date  if  a  resignation  occurs  prior  to 
scheduled  separation). 

g.  For  other  eligibles,  see  Chapter  6  and  the  Appendices. 

3.  Registration  Eligibility  for  Excepted  Service  Positions. 

Employees  occupying  excepted  service  positions  who  do  not  have 
personal  competitive  status  may  register  in  the  PPP  for  excepted 

service  positions.  A  qualifier  must  be  included  in  element  42  or  43 
of  registration  to  show  "Available  for  Excepted  Service  Position 
Only . " 

4.  Registration  Ineligibility.  The  following  categories  of 

employees  are  not  eligible  to  register  or,  if  registered,  must  be 
removed  from  the  Priority  Placement  Program: 

a.  Employees  whose  job  performance  is  less  than  fully 

successful  under  the  registering  activity  performance  evaluation 
system  or  whose  performance  becomes  less  than  fully  successful  after 
registration,  regardless  of  the  rating  of  record. 


( 
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(1)  An  employee  whose  performance  is  in  question  at  the 
registering  activity  is  considered  to  be  less  than  fully  successful 
for  registration  purposes.  The  employee's  performance  becomes  in 
question  when  the  registering  activity  has  knowledge  that  the 
employee's  current  or  past  performance  directly  and  negatively  impacts 
on  his/her  qualifications,  eligibility  or  suitability  for  registration 
(i.e.  a  nexus  can  be  established  between  the  specific  deficiency  and 
registration  eligibility  as  described  in  paragraphs  Bll  and  B12 
below) . 


(2)  In  cases  of  recent  less  than  satisfactory 
performance,  the  employee  will  not  be  registered  until  satisfactory 
performance  has  been  subsequently  demonstrated  for  a  reasonable  period 
of  time  (normally  90  days). 

b.  Employees  whose  conduct  is  unacceptable. 

(1)  An  employee's  conduct  is  unacceptable  when  the 
registering  activity  has  knowledge  that  the  employee's  current  or  past 
conduct  has  directly  and  negatively  impacted  his/her  qualifications, 
eligibility  or  suitability  for  registration  (i.e.  determine  that  a 
nexus  exists  between  the  misconduct  and  registration  eligibility). 

(2)  In  cases  of  recent  misconduct  the  employee  will  not 
|  be  registered  until  acceptable  conduct  has  been  demonstrated  for  a 

reasonable  period  of  time  (based  on  the  nature  of  the  offense),  or  the 
employee's  successful  adjudication,  or  a  favorable  determination  of 
finding  in  a  directly  related  complaint  has  been  made. 

NOTE:  Component,  Regional  and  Zone  Coordinators  are  available  for 
assisting  in  questionable  cases.  Activities  are  encouraged  to 
establish  procedures  for  ensuring  that  an  employee's  performance  and 
conduct  are  acceptable  prior  to  registration.  It  may  also  be  prudent 
in  some  cases  to  obtain  information  from  investigative  bodies,  e.g. 
criminal  investigative  division,  security  police  or  the  inspector 
general's  office.  Regardless  of  the  procedure,  decisions  on 
performance  or  conduct  ineligibility  should  be  made  with  full 
information  and  with  good  judgment.  Violations  of  these  policies  by  a 
registering  activity  may  necessitate  corrective  action,  including,  but 
not  limited  to,  liability  for  all  PCS  costs  to  return  the  registrant 
to  the  former  duty  station  and  other  related  expenses. 

c.  Employees  who  have  applied  for  disability  retirement, 
until  such  retirement  has  been  disapproved. 

d.  Employees  who  are  eligible  for  and  elect  optional 
retirement.  NOTE:  Registrants  who,  after  registration,  elect  any 
form  of  optional  retirement;  apply  for  disability  retirement;  or 
against  whom  an  adverse  action  or  official  notice  of  less  than 
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satisfactory  performance  is  initiated,  will  be  removed  from  the 
Program  by  the  registering  Civilian  Personnel  Office  upon  the 
initiation  of  such  action. 

e.  Reemployed  annuitants  serving  at  the  will  of  the 
appointing  officer. 

f.  Nonappropr iated  fund  employees. 

g.  Employees  serving  under  time  limited  appointments,  or 
overseas  limited  appointments  either  of  indefinite  duration  or  limited 
term.  (Note:  An  otherwise  eligible  registrant  who  accepts  a  position 
of  a  time  limited  nature  and  who  has  not  moved  his  or  her  household  in 
connection  with  the  time  limited  position  retains  Priority  Placement 
Program  eligibility). 

h.  Employees  who  accept  part-time  or  temporary  Federal 
employment  outs ide  the  labor  market  area  of  the  releasing  activity  and 
who  elect  to  have  the  movement  of  household  goods  at  the  expense  of 
the  Federal  Government. 

i.  Excepted  appointees  who  do  not  have  personal 
career/career-conditional  status  unless  currently  occupying  an 
excepted  service  position  and  registering  for  other  excepted  service 
positions. 


j.  Employees  who  are  eligible  for  registration  for  Attorney 
GS-905  positions  only. 

k.  Employees  who  are  temporarily  physically  incapacitated. 
Such  employees  must  have  their  registration  deferred  until  such  time 
as  they  are  available  to  perform  duties  at  the  full  performance  level, 
provided  their  period  of  eligibility  has  not  expired. 

l.  Employees  who  are  eligible  for  and  take  hi scontinued 
Service  Retirement,  as  a  result  of  a  Notice  of  Job  Abolishment,  lose 
their  entitlement  for  registration.  NOTE:  Paragraph  A2d  above  allows 
registration  if  the  Discontinued  Service  Retirement  is  due  to  RIF  or 
declination  of  transfer  of  function.  The  employee  must  be  counseled 
as  to  the  difference  between  paragraphs  A2d  and  A41. 

5 .  Period  of  Registration  (For  Overseas  Employees  see  Chapter  6 
and  for  Retained  Grade  employees  ~see~~Ap pend xx  B) 

a.  Employees  scheduled  for  separation/furlough  will  remain  in 
the  PPP  until  they  are  placed,  decline  a  valid  offer,  are  otherwise 
deleted,  or  for  12  months  after  date  of  separation/furlough,  whichever 
occurs  first.  They  must  be  scheduled  for  separation  because  of: 

(1)  RIF. 
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(2)  Declination  of  transfer  of  function  outside  the 
commuting  area. 

(3)  Involuntary  furlough  for  6  months  or  more. 

(4)  Declination  of  offer  of  RIF  reassignment  or  demotion 
in  the  same  competitive  area,  but  outside  the  commuting  area,  provided 
they  are  not  on  a  mobility  agreement. 

(5)  Declination  of  an  offer  of  demotion  resulting  from 
RIF  or  declination  of  functional  transfer.  If  separated  as  a  result 
of  the  declination,  they  may  continue  in  the  Program  with  the  same 
priority  for  12  months  after  separation,  unless  deleted  for  other 
reasons . 


b.  Employees  scheduled  for  demotion  under  RIF  will  remain  in 
the  Program  until  they  are  placed,  decline  a  valid  offer,  are 
otherwise  deleted,  or  until  the  effective  date  of  the  position  change, 
whichever  occurs  first. 

c.  Displaced  employees  involuntarily  registered  will  remain 
in  the  Program  until  their  separation  date,  unless  they  are  placed, 
decline  a  valid  offer,  or  are  otherwise  deleted. 

d.  Any  PPP  registrant  who  accepts  a  permanent  continuing 
position  in  the  Federal  service  or  who  accepts  a  non-permanent 
position,  when  the  losing  or  registering  DoD  activity  pays  PCS  costs, 
will  be  deleted  from  the  DoD  PPP. 

6.  Referral  Priorities 


a.  Employees  will  be  registered  and  referred  for  placement 
with  a  numeric  priority.  A  designated  priority  is  assigned  according 
to  registration  eligibility  (see  Para  A2  above).  Priorities  will  be 
assigned  as  follows: 

( 1 )  Priority  1  - 

(a)  Employees  scheduled  for  separation  by  RIF 
without  an  offer  of  continued  employment. 


or  more. 


(b)  Employees  involuntarily  furloughed  for  6  months 


(  2 )  Priority  2  - 


(a)  Employees  scheduled  for  demotion  by  RIF  of  two 
(2)  GS  grades,  or  the  equivalent,  or  more. 


) 
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(b)  Nondisplaced  overseas  employees  completing  one 
or  more  overseas  tours  and  the  position  to  which  he/she  has  return 
rights  is  abolished  and  his/her  return  would  initiate  a  RIF  resulting 
in  a  separation  or  demotion  at  the  stateside  activity  where  return 
rights  exist.  (An  A  will  be  entered  in  element  (48)  on  DD  Form  1817 
if  the  stateside  position  has  been  abolished). 

(c)  Nondisplaced  overseas  employees  completing  one 
or  more  overseas  tours  or  who  are  within  six  months  of  meeting  their 
five  year  limitation  with  return  rights  to  a  lower  grade  or  who  have 
no  return  rights.  (Priority  two  (2)  for  component  only,  employee  will 
be  referred  as  a  priority  three  (3)  to  other  components). 

(d)  Employees  who  decline  offers  of  functional 
transfer  involving  relocation  outside  the  commuting  area. 

(e)  Employees  who  decline  offers  of  RIF  reassignment 
or  demotion  outside  the  commuting  area  but  within  a  competitive  area, 
and  who  are  not  on  a  mobility  agreement. 

(f)  Air  Force  Status  Quos  (Appendix  F)  after  all 
other  priority  2s. 

(g)  Army  Military  Technicians  (Appendix  J)  after  all 
other  priority  2s. 

(h)  Employees  demoted  by  reclassification  of  two  or 
more  GS  grades  or  the  equivalent.  (Applies  to  Retained  Grade  Program 
only) . 

(i)  Demoted  employees  whose  computed  annual  salary 
is  less  that  the  fourth  step  of  GS-1. 

(j)  National  Guard  Technicians  (Army  and  Air  Force 
involuntary  separatees).  (Appendix  K) 

(3)  Priority  3  - 

(a)  Employees  scheduled  for  demotion  by  RIF  of  less 
than  two  GS  grades  or  the  equivalent. 

(b)  Employees  who  decline  an  offer  under  RIF  of  less 
than  two  (2)  GS  grades  or  the  equivalent  and  are  to  be  separated. 
Such  employees  will  have  their  priority  converted  by  the  computer  and 
referred  as  a  priority  two  (2)  to  all  activities  during  the  specific 
notice  period. 


employees. 


(c)  Eligible  nondisplaced  overseas  family  member 
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(d)  National  Guard  Technicians  (Disability  Placement 
Program).  (Appendix  G) 

(e)  Panama  Canal  Commission  employees  completing  the 
three  year  limitation.  (Appendix  E) 

(f)  Eligible  Army  Family  Members.  (Appendix  A) 

(g)  Employees  demoted  by  reclassification  of  less 
than  two  (2)  GS  grades  or  the  equivalent.  (Applies  to  Retained  Grade 
Program  only). 

(h)  Eligible  Military  Spouses.  (Appendix  I) 

b.  Employees  who  elect  separation  in  lieu  of  RIF  demotion  by 
resigning  under  notice  and  who  desire  registration  under  the  PPP  will 

be  registered  for  the  priority  to  which  they  are  entitled  (had  they 

accepted  the  demotion)  both  during  the  notice  period  and  following 
separation. 

7 .  Determining  Priorities  Involving  Grade  Demotions 

a.  Displaced  employees  affected  by  a  simultaneous  transfer  of 

function  and  RIF  demotion  who  decline  the  lower  grade  position  will  be 
assigned  the  highest  priority  to  which  entitled.  They  will  be 

,  permitted  to  register  only  for  activities  closer  than  the  place  of 

functional  transfer.  Zone  Coordinators  may  make  exceptions  to  expand 
the  area  of  referral  on  an  individual  basis. 

b.  For  purposes  of  determining  the  number  of  grades  demoted 

between  General  Schedule  (GS)  and  Federal  Wage  System  ( FWS )  positions 
or  between  FWS  positions,  the  General  Schedule  will  be  used.  A 
comparison  will  be  made  between  the  present  FWS  grade  representative 
rate  (normally  2nd  step  for  FWS)  and  the  fourth  steps  of  the  GS 

salaries.  The  GS  grades  with  the  nearest  fourth  step  salary  will  be 
used  to  determine  the  number  of  grades  to  be  demoted.  Example:  A  WG- 
11  is  being  demoted  to  WG-7.  If  the  second  step  of  the  WG-11  is 

$26,922.30  and  the  WG-7  is  $23,374.40,  the  $26,922.30  comes  nearest  to 
the  fourth  step  of  a  GS-9,  which  is  $27,177.00.  The  $23,374.40  comes 
nearest  the  fourth  step  of  a  GS-7,  which  is  $22,214.00,  which 

constitutes  a  two  grade  demotion  for  Priority  2  registration. 

c.  The  priority  and  lowest  grade  to  which  registration  will 

be  permitted  for  persons  occupying  GS  positions,  who  are  offered  a 
part-time  position  in  lieu  of  separation  by  RIF,  or  after  declination 
of  transfer  of  function,  will  be  determined  by  comparing  the 
representative  rate  (Step  4)  of  the  full-time  permanent  position  with 
the  representative  rate  of  the  grade  nearest  the  computed  annual 

salary  of  the  part-time  position.  For  example,  if  a  full-time 
permanent  GS-5  representative  rate  is  $17,937  and  the  offer  is  to  a  36 
hour  part-time  GS-5  position  with  a  computed  annual  salary  of  $16,080, 
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the  nearest  representative  rate  would  be  GS-4.  Hence,  a  one  grade 
demotion  has  taken  place  allowing  a  Priority  3  derignation  and 
registration  eligibility  at  the  GS-5  level. 

(1)  When  the  change  is  to  a  different  pay  system,  or  when 
both  the  full-time  and  part-time  positions  are  in  the  Federal  Wage 
System,  the  priority  and  lowest  grade  to  which  registration  will  be 
permitted  will  be  determined  by  combining  this  rule  with  that  set 
forth  in  paragraph  b  above.  For  example,  if  the  full-time  permanent 
position  is  GS-7,  with  a  representative  rate  of  $22,214,  and  the  offer 
is  to  a  36  hour  per  week  WG-5  position,  the  computed  annual  salary 
based  on  the  WG  representative  rate.  Step  2,  $10.34  per  hour,  or 
$19,356.48  would  be  GS-6.  Hence,  a  one  grade  demotion  has  taken  place 
allowing  a  Priority  3  designation,  and  registration  eligibility  at 
grades  GS-6  and  7.  Additionally,  since  the  computed  annual  salary  in 
this  case  is  nearest  the  representative  rate  of  WG-2,  registration 
could  also  be  effected  at  the  WG-3  through  5. 

(2)  The  annual  salary  of  the  part-time  position  is 
computed  by  multiplying  the  number  of  hours  worked  per  week  by  52,  and 
then  multiplying  that  result  by  the  hourly  pay  of  the  representative 
rate  of  the  position  grade. 

Example: 

Step  1  -  Hours  worked  per  week  = 

Weeks  in  year  = 


Annual  hours  worked 

Step  2  -  Annual  hours  worked 

Hourly  pay,  represent¬ 
ative  rate  of  part- 
time  position 
Computed  Annual 

Salary  $19,356.48 

d.  Whenever  there  is  a  salary  rate  change  for  any  pay  plan, 
you  must  review  all  affected  current  registrations  for  possible 
priority  change. 

e.  Full-time  employees  who  decline  a  part-time  position 
offered  through  RIF  procedures,  or  after  declination  of  transfer  of 
function,  will  have  entitlements  in  the  Priority  Placement  Program. 
If  the  employee  is  separated  after  declining  the  part-time  position, 
registration  eligibility  would  be  the  same  as  though  the  part-time 
position  had  never  been  offered. 


36 
x  52 
72 
180 
1,872 

1,872 
x  $10.34 
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B.  REGISTERING  ACTIVITY  PROCEDURES 

1.  Displaced  employees  will  be  accorded  maximum  placement 
opportunity. 

2.  An  eligible  employee  is  entitled  to  be  registered  upon  receipt 
of  a  specific  advance  notice.  Registration  may  take  place  prior  to 
receipt  of  a  specific  advance  notice,  at  the  discretion  of  the 
activity  head  or  designee,  when  such  action  is  consistent  with 
mission  requirements.  For  early  registrants,  all  of  the  following 
conditions  must  be  met. 

a.  The  employee  will  be  adversely  affected  by  RIF  or 
declination  of  functional  transfer. 

b.  The  authorized  priority  can  be  determined  (in  the  case  of 
transfer  of  function,  the  employee  must  have  declared  in  writing  an 
intent  to  decline  the  transfer). 

c.  The  timing  does  not  conflict  with  any  established  or 
approved  registration  dates  by  a  higher  headquarters  within  the 
component,  e.g.,  those  contained  in  the  approved  reduction  or 
realignment  plan. 

d.  Registration  is  extended  to  all  activity  employees 
similarly  affected. 

3.  PPP  registration  is  mandatory  during  the  notice  period  and  for 
one  year  from  separation  for  employees  who  have  entitlement  to 
severance  pay.  These  actions  usually  stem  from  either  failure  to 
accept  relocation  out  of  the  commuting  area  associated  with  a  transfer 
of  function  or  a  RIF  separation.  Area  of  referral  will  include  the 
registering  activity  and  any  other  activities  within  the  commuting 
area  with  positions  that  match  the  employee's  qualifications. 
Registration  will  be  for  the  full  range  of  skills  for  which  the 
employee  is  qualified  (up  to  five),  and  will  normally  include  the 
current  skill.  Such  registrants  are  required  to  register  down  to  and 
including  two  grade  or  pay  levels  below  their  current  grade  or  level 
(e.g.  a  GS-9  registrant  will  Be  mandatorily  registered  for  GS-9 
through  GS-7  positions).  In  accordance  with  the  Office  of  Personnel 
Management  regulations,  (Federal  Register/Vol.  55,  No.  38)  severance 
pay  is  denied  if  a  person  while  still  employed  refuses  a  "reasonable" 
job  offer  which  is  defined  as  a  job  within  the  employee's  commuting 
area,  at  the  same  tenure  and  work  schedule  and  at  no  lower  than  two 
grade  or  pay  levels  below  the  employee's  current  grade  or  level.  Only 
those  employees  serving  in  supervisory  or  managerial  GM  positions  will 
be  mandatorily  registered  for  supervisory /managerial  level  positions 
respectively. 
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a.  If  it  is  determined  that  an  activity  does  not  employ  the 
registrant's  skills,  involuntary  registration  should  not  include  that 
activity.  An  employee  will  not  be  involuntarily  registered  if  there 
are  no  activities  within  the  employee's  commuting  area  that  utilize 
the  employee's  skills. 

b.  The  separation  date  for  involuntary  registrataions  is  the 
date  the  employee  is  to  be  separated  from  the  activity  rolls.  The 
release  date  will  be  12  months  following  the  date  the  registrant  is  to 
be  separated  from  activity  rolls. 

4.  The  civilian  personnel  office  of  the  registering  activity  will 
determine  which  activities  are  considered  to  be  within  the  employee's 
commuting  area.  Each  determination  will  be  made  on  an  individual 
basis,  based  upon  residence,  availability  and  cost  of  public 
transportation,  convenience  and  adequacy  of  highways,  and  travel  time 
required  to  go  to  and  from  work. 

5.  If  problems  are  encountered  in  determining  commuting  area  for 
an  employee  being  involuntarily  registered,  assistance  can  be  obtained 
from  Regional  or  Zone  Coordinators. 

6.  Registration  outside  of  the  employee's  commuting  area  is 
voluntary  on  the  part  of  the  employee.  All  employees  should  be 
counseled  that  all  skills  and  grade  levels  will  be  referred  to  all 
activities  for  which  registered,  including  activities  which  utilize 
the  skills  which  are  determined  to  be  in  the  employee's  commuting 
area.  Civilian  personnel  offices  may  wish  to  include  a  statement  in 
specific  notice  letters  to  advise  employees  of  this  requirement. 

7.  When  a  PPP  registrant  scheduled  for  separation  declines  an 
offer  outside  the  commuting  area  during  the  specific  notice  period, 
the  registration  will  be  changed  to  delete  activities  located  outside 
the  commuting  area.  If  a  registrant  is  registered  for  a  grade  lower 
than  current  and  subsequently  declines  a  lower  grade  offer,  the 
registration  will  retain  only  the  registrant's  current  grade  for  all 
skills  registered.  If  such  a  registrant  declines  an  offer  at  current 
grade  outside  the  commuting  area,  the  registration  will  be  changed  to 
retain  the  current  and  lower  grades  and  commuting  area  activities 
only.  These  changes  will  be  accomplished  through  file  maintenance 
process.  Commuting  area  of  referral  is  required  under  paragraph  B3 
above . 


8.  Employees  who  are  to  be  demoted  as  the  result  of  RIF  or 
acceptance  of  a  functional  transfer  may  be  registered  in  the  PPP  for 
consideration  at  other  DoD  activities  in  accordance  with  the 
priorities  designated  in  paragraphs  A6  and  A7  above.  The  employee  may 
be  registered  for  the  equivalent  of  three  GS  grade  levels  below 
current  grade  down  to  and  including  that  grade  which  is  immediately 
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above  the  grade  to  which  being  assigned.  Example:  An  employee  who  is 
scheduled  for  reduction  from  a  GS-11  to  GS-7  could  be  registered  for 
Grades  GS-8  through  GS-11.  If  no  offer  is  forthcoming  within  the 
employee's  notice  period,  the  employee  is  to  be  removed  from  the  PPP 
at  the  time  the  assignment  is  effected  to  the  GS-7  position.  If  the 
registrant  declines  to  accept  the  demotion  and  is  separated,  he/she 
retains  the  same  priority,  as  described  in  paragraph  A6  and  A7  above, 
but  will  be  entitled  to  remain  in  the  Program  for  one  year  following 
the  date  of  separation,  unless  placed  or  otherwise  deleted. 

9.  Eligible  employees  will  be  counseled  on  the  PPP,  their 
obligations  under  the  Program,  and  provided  with  information  on  DoD 
activities  within  the  area  established  by  the  civilian  personnel 
office  for  initial  registration. 

a.  Employees  displaced  by  RIF  within  the  United  States  and 
Puerto  Rico  will  normally  be  registered  for  referral  to  a  minimum 
number  of  activities,  within  the  zone ,  nearest  the  individual's  duty 
station,  likely  to  provide  an  acceptable  job  opportunity. 
Registration  for  activities  in  an  adjoining  zone  that  are  of  equal 
distance  from  the  employees  duty  station  to  the  farthermost  activity 
selected  in  the  zone  may  be  included  in  the  initial  area  of 
referral.  Under  these  circumstances,  neither  initial  registration 
outside  the  zone  nor  subsequent  expansion  of  the  area  of  referral  will 
require  zone  coordinator  approval.  However,  when  the  registrant's 
area  of  referral  extends  beyond  250  miles  from  the  registrant's  duty 
station  and  into  a  different  zone  then  zone  coordinator  approval  is 
required.  Within  the  area  of  referral  the  individual  must  normally  be 
willing  to  register  for  all  DoD  activities  which  utilize  his/her 
skills.  This  is  done  by  reviewing  the  skills  index  in  DoD  1400.20-2-M 
to  determine  which  activities  have  equivalent  skills  and  registering 
the  individual  for  these  intervening  activities.  The  intent  of  this 
provision  is  to  avoid  skipping  over  activities  or  states  and 
registering  for  more  distant  activities.  In  identifying  the  area  of 
referral,  good  judgment  must  be  applied  in  satisfying  the  employees' 
ability  to  relocate  and  identifying  activities  likely  to  provide  the 
maximum  opportunities  for  job  placement. 

b.  The  PCS  costs  to  locations  within  this  area  of  referral 
will  be  paid  in  accordance  with  the  Joint  Travel  Regulations,  Volume 
II  when  the  registrant  locates  another  DoD  or  other  Federal  position 
on  his/her  own  initiative. 

c.  Registration  of  eligible  employees  within  the  United 
States  and  Puerto  Rico  who  decline  functional  transfer/RlF 
reassignment  outside  the  commuting  area  at  their  current  grade,  will 
be  limited  to  registration  for  referral  to  activities  less  distant 
from  the  releasing  activity  than  the  activity  to  which  the  functional 
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transfer/RIF  reassignment  was  offered.  If  there  is  adequate  lead 
time,  it  may  be  desirable  to  limit  registration  of  transfer  of 
function/RIF  reassignment  declinees  to  activities  within  the  local 
commuting  area  if  placement  possibilities  exist.  Such  registration 
should  be  for  a  short  period  of  time  (30  days)  before  expanding  the 
area  of  referral  to  areas  involving  PCS  moves. 

d.  The  registering  activity  will  be  included  in  the  area  of 
referral  for  every  displaced  employee  located  in  the  commuting  area  of 
the  servicing  activity. 

e.  When  an  employee  has  a  duty  station  in  a  different  zone 
than  the  registering  activity,  the  employee  may  be  registered  for  re¬ 
ferral  as  stated  in  paragraph  B9a  above. 

10.  The  PPP  provides  the  capability  to  effect  registration  of 
eligible  employees  at  individual  DoD  activities,  or  all  DoD  activities 
within  any  broad  area  -  state(s),  region(s),  or  zone(s).  There  must 
be  a  civilian  personnel  office  determination  that  such  registration  is 
necessary,  and  there  must  be  reasonable  assurance  that  the  employee 
will,  in  fact,  accept  an  offer  at  any  DoD  activity  within  the  broad 
area. 


11.  Employees  may  be  registered  for  up  to  five  skills,  but 
normally  not  more  than  three  occupational  series  for  which  they  fully 
meet  the  appropriate  qualification  standards  and  for  the  highest  grade 
level  which  does  not  exceed  their  current  permanent  grade,  or  their 
retained  grade,  if  appropriate. 

12.  Employees  are  to  be  registered  only  for  positions  for  which 
they  are  sufficiently  well  qualified  to  be  completely  acceptable  in 
such  positions  at  the  registering  activity.  This  will  normally  go 
beyond  X-118  qualification  standards.  As  a  minimum,  employees  are  to 
be  registered  for  their  current  skill.  Exceptions  to  this  require 
approval  of  the  Zone  Coordinator.  Minimum  qualification  standards 
used  for  RIF  assignment  are  not  to  be  used  for  qualification 
determinations  in  the  PPP.  As  a  general  rule,  a  significant  factor  in 
the  selection  of  skills  for  registering  is  recency  of  experience. 
This  factor  will  be  considered  carefully  in  the  skill  registration 
process.  In  order  to  be  "sufficiently  well  qualified,"  as  reflected 
above,  the  registrant  should  be  able  to  satisfactorily  perform  the 
duties  of  typical  positions  in  the  skill  for  which  registered  with 
orientation  only.  Extensive  training  should  not  be  required.  Under 
no  circumstance  will  a  person  be  registered  in  the  Program  for  a  skill 
for  which  that  person  does  not  meet  all  qualifications  and  legal 
requirements,  including  normal  physical  requirements. 
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13.  An  expeditious  method  of  providing  placement  consideration  for 
a  voluntary  registrant  is  to  initially  register  that  employee  for  the 
current  position  and  grade,  then  later,  add  skills  by  file 
maintenance . 

14.  Registration  in  the  Program  can  be  effected  for  GS,  WG  and  WL, 
(Grade  15  and  below),  WS  (Grade  19  and  below),  and  special  Wage  Grade 
pay  systems,  e.g.,  WD,  WJ,  WK,  etc.,  with  applicable  grade  levels.  GM 
employees  may  be  registered  for  any  appropriate  pay  system  and  grade, 
and  when  registered  for  GS  jobs,  the  statement  "Available  for  GM 
Position"  must  be  included  in  Element  42  or  43  on  DD  Form  1817  when 
the  registrant  is  available  for  such  positions. 

15.  Employees  may  not  be  registered  at  grade  levels  to  which 
temporarily  promoted. 

16.  Excepted  employees  eligible  for  registration  (see  Para  A2 
above)  may  be  registered  only  for  those  positions  no  higher  than  the 
highest  grade  for  which  they  may  be  reinstated  in  competitive  service 
and  not  to  exceed  current  grade.  Excepted  employees  without  personal 
competitive  status  see  A3. 

17.  Employees  scheduled  for  separation  who  are  available  for 
temporary  positions  of  one  year  or  less  duration  in  their  commuting 
area  will  be  identified  by  entering  "T"  in  Element  (33),  Displaced 
Employee  Program,  on  the  DD  Form  1817,  PPP  registration. 

18.  Employees  may  not  be  registered  for  more  than  three  acceptable 
GS  grades,  or  the  equivalent,  below  the  level  of  the  position  held  at 
the  time  of  registration.  The  number  of  grade  levels  between  GS  and 
FWS  positions  or  between  special  pay  category  Wage  Grade  positions  and 
other  FWS  positions  will  be  determined  by  formula  in  paragraph  A7b 
above.  General  Schedule  employees  may  be  registered  for  those 
acceptable  Wage  Grade  positions  and  grade  levels  for  which  fully 
qualified  and  the  gaining  activity  will  make  the  determination  whether 
an  offer  constitutes  a  promotion  based  on  their  local  wage  schedule. 
Wage  Grade  employees  should  be  registered  only  for  GS  positions  and 
grade  levels  which  have  the  same  or  lower  representative  rate  and  for 
which  the  employee's  pay  can  be  fixed  at  a  rate  which  is  the  same  as 
or  lower  than  the  rate  paid  in  the  WG  position  held  at  time  of 
registration.  Promotions  will  not  be  affected  through  the  PPP,  except 
in  the  unusual  circumstances  when  pay  setting  policies  require  that 
the  nature  of  action  be  called  "promotion". 

19.  Employees  available  for  GS  supervisory  positions  will  be 
identified  by  entering  "Available  for  Supervisory  Position"  in  the 
Special  Qualifications  spaces  on  the  DD  Form  1817,  PPP  Registration. 
This  special  statement  is  not  required  for  WG  supervisory  positions 
since  pay  group  WS  (Wage  Supervisor)  identifies  registrants  qualified 
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for  Wage  Grade  supervisory  positions.  Employees  with  entitlement  to 
severance  pay  upon  separation,  serving  in  supervisory  positions  at  the 
beginning  of  the  specific  notice  period,  will  be  registered 

mandatorily  for  supervisory  level  positions. 

20.  Individuals  being  registered  for  GM  or  GS  positions  are  to  be 
registered  under  the  following  guidelines. 

a.  At  the  time  of  PPP  registration,  the  statement  "Available 
for  GM"  will  be  coded  in  the  Special  Qualifications  spaces  on  DD  Form 
1817  when  the  employee  is  indeed  available  for  GM  positions. 

b.  Employees  scheduled  for  RIF  separation  who  have 

entitlement  to  severance  pay  must  be  registered  in  the  PPP  for  one 

year  from  separation  and  for  their  current  pay  group  and  grade 

level.  Involuntary  registrants  are  required  to  register  down  to  and 
including  two  grade  levels  below  their  current  grade  or  level. 

Referral  will  be  made  to  all  activities  in  their  commuting  area  that 
use  their  skills. 

c.  GM  &  GS  employees  who  are  supervisors  at  the  time  of  RIF 

separation  notice  must  be  registered  with  the  "Available  for 

Supervisor"  statement.  The  use  of  the  statement  "Available  for  GM" 
for  GM  employees  is  likewise  required  for  mandatory  registration  i 
during  the  specific  notice  period.  The  use  of  either  of  these  \ 

statements  after  the  separation  date  is  optional  with  the  employee. 

d.  GM  employees  will  be  identified  under  the  GS  pay  group 

designator.  Use  of  GS  only  for  skills  identification  will  allow  for 
entry  of  up  to  five  skills  without  duplication. 

EXAMPLE:  An  eligible  employee  fully  qualified  for  GM-343-14 
and  GS-343-14  will  be  registered  as  GS-343-14.  Under  this  procedure, 
only  one  of  the  five  available  skills  entry  lines  is  used  allowing  for 
entry  of  up  to  four  more  series,  grade,  and  option  designators  for 
each  registrant. 

21.  Registration  for  Special  skill  identifiers.  There  are  three 
broad  skill  identifier  codes  which  may  be  used  to  effect  maximum 
referral  possibilities  for  employees  qualified  for  and  willing  to 
accept  any  ne  of  a  wide  range  of  positions  and  grades.  Employees 
should  be  made  aware  of  the  broad  category  of  positions  covered.  These 
identifiers  are  not  to  be  used  in  lieu  of  registration  for  specific 
series,  but  may  be  used  to  afford  maximum  referral  possibilities. 

a .  General  and  Administrative  Support  GS-300,  Grades  1 
through  4.  Registration  procedures  for  employees  who  are  qualified 
and  available  for  occupational  series  covered  by  OPM's  X-118  Clerical 
and  Administrative  Support  Standard,  at  grades  GS-1,  2,  3,  or  4,  are 
as  follows:  1)  GS-300  without  an  option  code  will  be  used  for  ^ 

employees  who  are  available  for  all  series  covered  by  the  standard  m 
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that  do  not  require  specific  proficiency  (i.e.  typing,  steno,  etc). 
2)  GS-300  with  an  appropriate  option  code  (i.e.  typing-TYA, 
Stenography-STC,  or  Data  Transcriber-DAT)  will  be  used  for  employees 
who  are  available  for  all  covered  series  with  the  same  proficiency 
requirements  or  option  codes  (i.e.  GS-300  TYA  should  be  used  for 
employees  available  for  any  cccupational  series  covered  by  the 
standard  which  requires  typing  proficiency).  Employees  registered  for 
GS-300  TYA  will  also  be  referred  for  GS-300  without  options.  3) 
Employees  who  do  not  desire  consideration  for  all  series,  but  who  want 
consideration  for  one  or  more  specific  covered  series,  must  be 
registered  for  each  individual  series  on  separate  skill  lines  (include 
option  code  as  applicable). 

b .  General  Wage  Grade  -  WG-00000,  Grades  1  through  4. 
Employees  qualified  and  available  for  placement  in  any  non-supervisory 
positions  WG  -  4  and  below,  excluding  those  requiring  motor  vehicle  or 
sewing  machine  operation,  may  be  registered  for  the  WG-00000  series. 

c.  General  Trades  Helper  -  WG-01111,  Grade  5.  Those 
employees  qualified  as  trades  or  crafts  helper  at  the  WG-5  level  and 
who  are  available  for  any  Trades  Helper  position,  may  be  registered 
for  the  WG-01111  series  in  addition  to  specific  occupational  series. 
Registration  in  the  WG-01111  series  is  limited  to  grade  5  only. 

22.  Employees  (except  those  displaced  employees  who  decline  part- 
time  positions  under  provisions  of  paragraph  A2b  above)  will  not  be 
registered  for  any  grade  at  or  below  that  to  which  RIF  or  reemployment 
rights  assignment  is  available. 

23.  Employees  will  not  be  registered  for  Attorney,  GS-905 
positions  because  of  the  special  procedures  required  for  appointing 
employees  to  these  Excepted  positions. 

24.  Employees  who  have  completed  training  or  development,  or  who 
are  otherwise  fully  trained,  will  not  be  registered  for  referral  into 
trainee  level  vacancies.  For  example,  a  journeyman  will  not  be 
registered  for  referral  back  into  apprenticeship  positions,  or  a 
graduate  of  an  Intern  Program  will  not  be  registered  for  referral  back 
into  the  trainee  position.  Employees  may  be  registered  at  the  same  or 
lower  grade  level  in  other  skills  for  which  they  fully  qualify  for 
continued  training,  and  must  be  identified  with  option  code  TRA. 
Advanced  trainees  may  be  registered  for  permanent  level  positions  at 
their  current  grade  level  or  below  for  which  they  are  fully  qual'fied 
as  a  separate  skill  line  entry  without  the  TRA  option. 

25.  All  data  required  for  registration  in  the  PPP  must  be  coded  on 
DD  Form  1817.  The  form  is  to  be  signed  by  the  registrant  and  the 
registering  civilian  personnel  official  and  promptly  forwarded  to  DDSC 
for  computer  processing.  When  an  employee  is  at  a  location  remote 
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from  the  registering  activity  causing  a  delay  in  obtaining  a  signature 
for  registration,  the  employee's  signature  may  be  omitted,  and  a  note 
to  this  effect  entered  on  the  registration. 

26.  Each  registering  activity  will  establish  a  30-60  day  time- 
phased  plan  for  review  of  each  reg istration,  depending  upon  the 
potential  period  of  registration.  tfhen  a  registrant  fails  to  receive 
an  offer  within  the  period  of  time  set,  and  it  appears  unlikely  an 
offer  will  be  received,  the  registrant  will  be  counseled  on  the 
various  possibilities  of  increasing  placement  opportunities. 

a.  Employees  registered  prior  to  receipt  of  a  specific  RIF 
separation  notice  must,  upon  receipt  of  such  notice,  have  file 
maintenance  submitted  to  involuntarily  add  the  appropriate  skills  and 
activities  considered  to  be  within  their  commuting  area,  unless 
already  contained  in  the  Program  resume. 

b.  Skills,  lowest  acceptable  grade  levels  and  areas  of 
referral  may  be  revised  by  the  registering  civilian  personnel  office, 
with  the  registrant's  concurrence,  to  improve  placement 
opportunities.  For  expansion  of  area  of  referral  beyond  coverage  of 
Chapter  3,  paragraph  B9,  Zone  or  Component  Coordinator  approval,  as 
appropriate,  must  be  obtained.  When  such  authority  is  obtained,  DD 
Form  1817,  Registration,  and  DD  Form  1819,  File  Maintenance,  are  to  be 
annotated  to  advise  DDSC  that  the  expanded  area  of  referral  has  been 
authorized  by  the  Coordinator.  Changes  in  areas  of  referral  will  be  j 
confined  to  the  minimum  areas  necessary  to  assure  placement. 

c.  Civilian  Personnel  Officials  will  obtain  initials  of 
employees  on  file  maintenance  forms  when  employees  are  available, 
otherwise  they  should  assure  the  employees  are  aware  of  changes  made. 

27.  The  releasing  activity  will  assure  that  the  registrant  meets 
all  reasonable  and  realistic  selective  factors  as  well  as  knowledges, 
skills  and  abilities  required  for  any  position  under  consideration 
and,  if  fully  qualified,  immediately  communicate  the  offer  to  the 
registrant.  The  registrant  must  advise  the  registering  activity 
Civilian  Personnel  Office  of  the  acceptance  or  declination  not  later 
than  the  day  following  receipt  of  the  offer.  The  releasing  activity 
must  seek  clarification  of  any  tentative  job  offer  received  for  which 
selective  or  special  requirements  are  not  clear  or  are  inadequate  for 
a  good  qualification  determination. 

28.  The  registering  activity  civilian  personnel  office  will 
determine  the  validity  of  offers  and  report  all  declinations  of  a 
valid  offer  to  DDSC.  A  valid  offer  is  defined  as  an  offer  from  a  DoD 
activity  for  which  the  employee  is  registered,  of  a  continuing 
position  and  grade  level,  which  parallels  or  exceeds  the  working  hours 
of  the  position  of  the  registrant.  If  the  registering  activity 
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determines  that  the  position  offered  does  not  constitute  a  valid 
offer,  no  declination  will  be  reported  to  DDSC  and,  consequently,  the 
registrant  will  remain  in  the  Program.  Requisitioning  activity  should 
use  Report  Action  26,  not  code  15.  The  following  are  some  examples  of 
valid  and  invalid  offers: 

a.  An  offer,  which  in  the  opinion  of  the  registering  activity 
constitutes  an  unreasonable  difference  in  working  conditions,  such  as, 
excessive  travel,  hazardous  work,  exceptional  physical  requirements, 
or  emergency  essential  positions  are  instances  in  which  the 
registering  activity  may  determine  that  an  offer  is  not  valid. 

b.  An  offer  at  a  location  remote  from  the  gaining  activity 
will  not  be  considered  a  valid  offer  when  the  registrant's  area  of 
referral  was  not  intended  to  include  the  remote  site. 

c.  An  offer  of  a  position  identified  as  having  return 
obligation  is  not  a  valid  offer. 

d.  An  offer  of  a  position  at  an  activity  identified  as  a 
candidate  for  closure,  major  curtailment  or  relocation  will  be 
determined  as  valid  or  invalid,  under  guidance  of  paragraph  J13b,  page 
2-13. 

e.  An  offer  of  a  position  in  a  function  under  study  for 
possible  contracting  out  will  be  made  to  the  registrant.  The 
registrant  will  be  fully  informed  of  the  possible  contracting  out. 
The  offer  will  be  considered  valid  and  the  necessary  report  action 
will  be  submitted  to  DDSC.  The  offer  will  be  considered  not  valid  if 
declined  when  a  PCS  movement  is  required. 

f.  The  offer  of  a  position  requiring  mandatory  purchase  of 
hand  tools  requiring  a  substantial  monetary  investment  by  the 
registrant  will  not  constitute  a  valid  offer  if  such  a  purchase 
represents  a  requirement  over  and  above  that  in  the  registrant's 
current  position. 

g.  An  offer  of  a  temporary  position  of  one  year  or  less 
duration  is  not  considered  a  valid  offer  and  neither  acceptance  nor 
declination  of  the  offer  will  delete  the  individual  from  the  PPP. 
However,  an  employee  will  receive  only  one  offer  of  temporary 
employment.  If  he/she  declines,  the  "T"  must  be  removed  from  element 
33  by  File  Maintenance. 

h.  An  offer  of  a  temporary  or  term  position  expected  to  last 
longer  than  one  year  is  not  considered  a  valid  offer  if  declined  by 
the  registrant.  If  after  being  advised  of  its  duration,  the 
registrant  accepts  the  offer,  he/she  will  be  deleted  from  the  PPP  as  a 
valid  placement. 
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i.  An  offer  of  a  position  with  a  single  option  code  to  an 
individual  registered  for  a  position  in  the  same  series  with  dual 
option  codes,  one  of  which  matches  the  vacancy,  will  be  considered  a 
valid  offer  if  declined  by  the  registrant. 

j.  An  offer  of  a  position  requiring  execution  of  a  mobility 
agreement  will  not  be  considered  a  valid  offer  if  the  employee  is  not 
currently  serving  under  a  mobility  agreement  and  the  declination  is 
based  on  the  employee's  refusal  to  sign  a  mobility  agreement. 

k.  An  offer  of  an  excepted  position  to  a  registrant  who 
currently  holds  or  last  held  an  excepted  appointment,  will  be 
considered  a  valid  offer  and  declination  will  result  in  the  employee 
being  deleted  from  the  Program.  However,  the  employee  who  did  not 
hold  an  excepted  appointment  at  the  time  of  registration  will  be 
advised  of  the  excepted  nature  of  the  vacancy  and  if  the  offer  is 
declined,  it  will  not  be  considered  a  valid  offer  or  reported  to  DDSC 
as  such. 


l.  An  offer  of  continuing  employment  from  a  non-DoD  Federal 
agency  which  meets  the  same  conditions  as  those  for  which  the  employee 
is  registering  (including  payment  of  travel  and  transportation 
expenses),  except  for  the  activity  being  non-DoD,  is  regarded  as  a 
valid  offer. 

m.  An  offer  of  a  supervisory  level  position  will  be 
considered  a  valid  offer  if  the  registrant  is  qualified  and  available 
for  such  a  position,  or  if  the  offered  position  is  a  match  for  an 
employee  registered  on  a  mandatory  basis  as  a  supervisor  during  the 
specific  notice  period. 

n.  An  offer  of  a  full-time  continuing  position  to  a  permanent 
part-time,  seasonal,  intermittent  or  on  call  employee  is  considered  a 
valid  offer  and  declination  of  the  offer  will  serve  to  delete  the 
individual  from  the  Program  unless  the  person  has  restricted 
availability  to  the  same  type  of  part-time,  seasonal,  intermittent,  or 
on-call  appointment  held  at  the  time  registration  eligibility  was 
established.  Such  registration  is  limited  to  the  commuting  area. 

o.  An  offer  of  a  specific  GS-200  Civilian  Personnel 
Specialist  position  or  GS-800  Professional  Engineer  position  for  which 
a  registrant  is  referred  because  of  availability  for  a  GS-201  or  801 
position  with  the  matching  option  (as  listed  in  Appendix  D),  is  a 
valid  offer. 

p.  An  offer  of  a  GS-1,  2,  3,  or  4  position,  which  is 
classified  in  any  series  covered  by  X-118  Clerical  and  Administrative 
Support  Standard,  to  an  individual  registered  for  the  GS-300  series  is 
a  valid  offer  when  the  grade  level  and  option  codes,  if  any,  of  the 
position  match  those  of  the  registrant. 
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q.  An  offer  of  any  position,  which  has  been  identified  as  a 
testing  designation  position  for  random  drug  testing  by  the  Head  of  a 
Component  under  the  provisions  of  DoD  Directive  1010.9,  23  August 
1988,  is  a  valid  offer  for  PPP  purposes  and  unless  other  factors 
dictate  differently,  the  declination  of  such  a  position  will  serve  to 
delete  the  registrant  from  the  PPP. 

29.  An  otherwise  eligible  employee  may  voluntarily  accept 
temporary  Federal  employment  which  does  not  require  movement  of 
household,  pending  a  permanent  placement,  and  still  continue 
registration  in  the  Program. 

30.  Registrants  who  accept  or  decline  a  part-time,  intermittent, 
seasonal  or  on  call  continuing  position  of  which  the  number  of  hours 
of  work  are  essentially  the  same  as  that  of  the  position  held  at  the 
time  of  registration  eligibility  will  be  deleted  from  the  program. 
Registrants  occupying  full-time  permanent  positions  when  registered 
may  decline  offers  of  part-time,  intermittent,  seasonal  or  on  call 
positions  and  remain  in  the  Program.  However,  registrants  occupying 
full-time  permanent  positions  when  registered  and  who  accept  offers  of 
part-time,  intermittent,  seasonal,  or  on  call  positions  will  be 
deleted  from  the  Program.  These  offers  will  only  be  made  to 
registrants  in  the  commuting  area. 

31.  An  offer  of  a  position  will  not  be  made  if  such  placement 
would  constitute  a  promotion  as  defined  in  FPM  Chapter  335. 

32.  The  releasing  activity  will  immediately  notify  DDSC  of  all 
placements,  declinations  or  changes  in  employee's  status  (death, 
retirement,  resignation,  change  in  release  date,  etc.).  Changes  which 
make  the  registrant  unavailable  for  placement  will  serve  to  remove  the 
registrant  from  the  Program. 

33.  All  registrants  will  be  counseled  at  the  time  of  separation, 
of  the  requirement  to  keep  the  civilian  personnel  office  advised  of 
current  address  and  telephone  number  where  they  can  be  reached  to 
receive  offers  and  to  advise  the  civilian  personnel  office  if,  for  any 
reason,  they  are  not  available  for  employment.  Employees  who  fail  to 
keep  the  registering  civilian  personnel  office  informed  of  their 
whereabouts  will  be  removed  from  the  Program.  The  registering 
activity  will  be  responsible  for  maintaining  employee  registrations  on 
a  current  basis  by  promptly  submitting  appropriate  file  maintenance  to 
DDSC. 


34.  The  registering  activity  will  normally  release  employees 
within  two  weeks  after  positions  are  accepted,  or  in  no  case,  later 
than  30  days,  without  mutual  agreement  between  the  releasing  and 
gaining  activities.  The  normal  period  for  an  employee  to  report  from 
an  overseas  activity  to  CONUS  is  45  days,  maximum. 
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PRIORITY  PLACEMENT  PROGRAM 
GAINING  ACTIVITY  POLICIES  AND  PROCEDURES 


A.  COVERAGE 

1.  Upon  receipt  of  notification  (Stopper  List)  that  registrants 
are  available  for  placement  consideration  at  the  activity  which  has 
matching  vacancies  in  the  competitive  or  excepted  service,  the 
policies  and  procedures  outlined  herein  apply.  ("Activity"  includes 
all  organizations  serviced  by  one  civilian  personnel  office.) 

a.  Priorities  1  and  2.  When  skills  are  reflected  on  the 
Stopper  List  marked  with  an  asterisk  (*)  indicating  Priority  1  or  2 
all  promotions,  demotions,  reassignments,  appointments  (including 
reinstatements),  and  transfers  are  prohibited.  A  requisition  must  be 
submitted  to  DDSC  and  offers  made  to  registrants  in  priority  order. 

b.  Priority  3.  (Guidance  on  Military  Spouse  Preference 

Program  (S)  is  contained  in  Appendix  I.)  When  skills  reflected  on  the 
Stopper  List  are  not  marked  with  an  asterisk,  this  indicates  the 
availability  of  Priority  3  registrants  and  all  appointments  (including 
reinstatements)  and  transfers  are  prohibited.  The  availability  of 
Priority  3  registrants  will  not  preclude  the  filling  of  positions  by 
promotion,  demotion,  or  reassignment,  provided  a  person  currently 
employed  within  the  component  is  selected.  (For  this  purpose  there 
are  four  components:  Army,  Navy,  Air  Force,  and  the  Defense 

Agencies.)  When  the  position  is  to  be  filled  by  appointment  or 
transfer,  a  requisition  must  first  be  submitted  to  DDSC  and  offers 
made  to  registrants  in  priority  order.  When  job  opportunity 
announcements  indicate  that  candidates  from  outside  the  component  will 
be  considered,  or  if  announcements  are  not  used  but  the  activity 
policy  is  to  consider  all  candidates  regardless  of  the  source,  a 
requisition  should  be  submitted  to  DDSC  for  Priority  3  registrants  as 
soon  as  it  is  apparent  that  noncomponent  candidates  will  be  referred 
to  the  selecting  official. 

2.  The  Stopper  List  will  also  be  matched  against  continuing 

positions  occupied  by  reemployed  annuitants  (except  trial  retirement 
annuitants)  and  persons  assigned  under  temporary  internal  placement 
action.  Such  persons  are  to  be  displaced  by  Priority  1  or  2 
registrants.  Nondisplaced  registrants  will  not  displace  reemployed 
annuitants  serving  on  appointments  without  time  limitations.  Disabled 
veterans  with  30  percent  or  higher  disability  ratings  serving  under 
noncompetitive  temporary  appointments  and  employees  serving  under 
handicapped  appointments  which  may  lead  to  conversion  to 
career/career-conditional  status,  TAPER  and  term  appointees,  and  term 
promotees  are  not  included  in  the  definition  of  temporary  placement 
actions  and  are  not  subject  to  displacement  by  Priority  1,  2  or  3 

registrants.  The  Stopper  List  is  not  applied  in  the  conversion  of 
Veterans  Readjustment  Appointments  (VRAs),  disabled  veterans  and 
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handicap  appointees  to  career/career  conditional  status.  The  Stopper 
List  is  only  cleared  at  the  time  they  enter  into  the  position.  If  Re¬ 
employment  Priority  List  (RPL)  registrants  are  available,  a 
temporarily  assigned  person  in  a  continuing  position  will  be  displaced 
by  a  Priority  1  or  2  registrant  only  when  this  can  be  done  without 
contravening  the  rules  of  the  RPL.  (See  Chapter  5,  Paragraph  B) 

a.  No  annuitant  may  be  re-employed  in  a  continuing  position 
(even  though  it  may  be  the  same  one  from  which  retired  and  no  break  in 
service  is  involved)  if  a  qualified  Priority  1  or  2  registrant  is 
available . 

b.  Persons  serving  under  temporary,  time  limited  appointments 
in  continuing  positions  will  be  displaced  by  Priority  1,  2,  or  3 
registrants,  except  as  indicated  in  paragraph  2  above. 

3.  Positions  which  have  administrative  or  statutory  obligations, 
such  as  those  to  which  overseas  employees  have  return  rights,  will  be 
matched  against  the  Stopper  List.  However,  when  the  civilian 
personnel  office  has  been  officially  notified  that  the  person  to  whom 
a  position  is  obligated  is  returning,  such  as  when  the  overseas  tour 
is  nearing  completion,  that  position  will  not  be  matched  against  the 
Stopper  List.  If  a  match  occurs  and  the  position  being  offered  is 
obligated,  the  PPP  registrant  will  be  fully  advised  of  the 
circumstances,  including  the  anticipated  return  date  of  the  former 
incumbent.  Offers  of  positions  to  which  employees  have  return  rights 
may  be  declined  by  registrants  without  affect'ng  their  PPP 
registration  eligibility. 

4.  Part-time,  Intermittent,  Seasonal,  or  On-call  continuing 
positions  which  are  vacant  or  temporarily  incumbered  will  be  matched 
against  the  Stopper  List.  A  requisition  will  be  submitted  when  a 
match  occurs  and  offers  made  in  priority  order  to  those  registrants 
whose  residence  is  within  the  commuting  area  of  the  position. 
However,  employees  of  the  Panama  Canal  Commission  registered  under 
Activity  Code  075A  will  be  offered  Seasonal  positions.  Panama  Canal 
Commission  employees  placed  in  Seasonal  positions  under  this  provision 
will  have  all  PCS  costs  paid  by  the  registering  activity.  DOD 
activities  will  not  pay  the  Temporary  Quarters  and  Miscellaneous 
expenses  for  such  employees.  Any  resumes  of  registrants  outside  the 
commuting  area  of  the  position  (except  those  of  Panama  ^nal 
Commission  employees  referred  for  Seasonal  jobs)  will  be  returned  to 
DDSC  with  a  Report  Action  Code  26,  and  an  explanation  of  the  nature  of 
the  job.  Registrants  may  decline  offers  of  Part-time,  Intermittent, 
Seasonal,  or  On-call  positions  without  affecting  registration 
eligibility,  unless  the  hours  of  employment  of  the  registrants  at  the 
time  of  registration  eligibility  were  essentially  the  same  as  or  less 
than  those  of  the  position  being  offered.  For  example,  a  part-time 
employee/registrant  working  20  hours  pec  week  offered  a  part-time  job 


4-2 


DoD  1400 . 20-1-M 


(Chap  4/  Para  A4  cont'd) 


working  20  or  more  hours  per  week  must  accept  or  be  deleted  from  the 
PPP.  Registrants  restricting  their  availibility  to  Part-time, 
Intermittent,  Seasonal,  or  On-call  jobs  within  the  commuting  area  must 
accept  offers  with  essentially  the  same  work  schedule  as  the  position 
held  at  the  time  of  registration  or  be  deleted  from  the  PPP. 

5.  Vacant  temporary  positions,  except  as  noted  in  paragraph  A6 
below,  will  be  matched  against  the  Stopper  List  and,  when  a  match 
occurs,  a  requisition  will  be  submitted  to  DDSC.  In  cases  where  there 
is  reasonable  expectation  that  a  temporary  position  will  last  more 
than  one  year,  it  will  be  considered  the  same  as  a  continuing  position 
for  purposes  of  the  DOD  Priority  Placement  Program.  For  those 
temporary  positions  of  one  year  or  less  duration,  a  vacancy 
requisition  is  only  required  when  a  "T"  appears  with  the  matching 
skill  on  the  Stopper  List  indicating  a  registrant ( s )  is  available  for 
such  a  position(s).  Offers  of  temporary  positions  lasting  one  year  or 
less  will  be  made  to  registrants  only  when  the  following  conditions 
are  met: 

a.  The  temporary  position  is  to  be  filled  from  outside  the 
activity. 

b.  The  registrant's  residence  is  within  the  commuting  area  of 
the  vacant  position. 

c.  The  registrant  is  either  a  current  employee  of  the 
activity  with  the  vacancy  or  has  been  separated  with  a  break  in 
service  of  more  than  three  (3)  days. 

The  intent  of  these  provisions  on  temporary  jobs  is  to  offer 
registrants  an  additional  period  of  employment  prior  to  hiring  from 
other  sources.  It  is  not  the  intent  to  make  gaining  activities  liable 
for  payment  of  lump  sum  leave  and  severance  pay,  which  should  properly 
be  paid  by  the  releasing  activity,  therefore,  the  requirement  for  a 
break  in  service  of  more  than  three  days. 

Additionally,  employees  should  be  informed  of  a  possible  loss  of 
retained  grade  and  pay  entitlement  when  they  accept  a  temporary 
position  as  a  direct  result  of  RIF  or  follow-on  placement  action. 
Entitlement  to  grade  and  pay  retention  depends  upon  the  nature  of  the 
appointment  held  by  the  employee  immediately  before  the  action 
taken.  Consequently,  employees  downgraded  after  receiving  a  temporary 
appointment  at  the  former  grade  are  not  entitled  to  grade  and  pay 
retention.  However,  an  employee  who  is  immediately  downgraded  (by 
means  of  a  permanent  appointment  or  a  temporary  appointment)  would 
continue  to  be  entitled  to  grade  and  pay  retention  (based  on  the 
initial  action,  not  the  subsequent  action)  even  if  he  or  she  is 
subsequently  downgraded,  temporarily  promoted,  or  permanently  promoted 
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to  an  intervening  grade.  To  further  explain  and  assist  you  in 
determining  appropriate  counseling  with  effected  employees,  a  Retained 
Grade  and  Pay /Temporary  Employment  Decision  Table  is  shown  on  pages  4- 
19  through  4-21  of  this  chapter. 

6.  Temporary  positions  that  have  been  established  to  support 
special  hiring  programs,  such  as  the  Federal  Summer  Intern  Program, 
the  Federal  Summer  Employment  Program,  or  the  Stay-In-School  Program, 
are  excluded  from  the  requirement  to  match  the  Stopper  List. 

7.  Positions  in  functions  under  study  for  possible  contracting 
out  are  considered  to  be  continuing  and  will  be  matched  against  the 
Stopper  List,  unless  an  actual  bid  solicitation  date  has  been 
established  and  announced.  The  mere  inclusion  of  a  bid  solicitation 
date  in  a  long-range  planning  document  does  not  constitute  an 
"established  and  announced"  date. 

8.  When  OPM  issues  new  classification  standards  which  result  in 
positions  being  changed  from  one  occupational  series  to  another, 
activities  may  match  either  series  and  option  code(s),  if  appropriate, 
and  requisition  accordingly.  The  computer  will  search  automatically 
for  skills  reflecting  the  other  series. 

9.  Offers  will  be  made  to  registrants  for  positions  in  the 
Excepted  Service,  provided  any  special  requirements  have  been  met. 
Registrants  must  be  advised  that  the  position  is  in  the  Excepted  | 
Service  and  a  declination  will  not  delete  the  registrant  unless  the 
current  or  last  job  held  by  the  registrant  is  in  the  Excepted  Service. 

10.  Vacant  positions  and  those  occupied  on  a  temporary  basis,  as 
described  in  paragraph  2  above,  including  those  at  overseas  locations 
(except  as  provided  for  in  Chapter  6,  paragraph  E)  will  be  matched 
against  each  Stopper  List  received  during  the  recruiting  cycle  until 
an  in-service  referral  list  is  issued  or  until  committed.  When  an  in- 
service  referral  list  is  issued  to  a  selecting  official  while  the 
Stopper  List  is  clear,  subsequent  Stopper  Lists  need  not  be  applied 
against  the  position,  provided  a  selection  is  made  from  among  those 
eligibles  who  were  within  reach  and  initially  referred  to  the 
selecting  official.  A  selection  must  be  made  from  the  referral  list 
during  its  authorized  life  (open  continuous  not  included)  as 
established  by  local  merit  promotion  plan,  labor-management  agreement 
or  component  policy.  If,  at  any  time,  referral  eligibles  other  than 
those  within  reach  initially  are  required  or  desired,  the  Stopper  List 
restrictions  and  procedures  are  again  applicable  to  the  position. 

11.  When  a  position  is  to  be  filled  at  one  of  several  grades,  the 

Stopper  List  will  be  cleared  at  the  target  grade.  For  example,  if  a 
GS-12  position  is  to  be  filled  at  grade  GS-9,  GS-11,  or  GS-12, 

matching  registrants  at  grade  GS-12  must  be  requisitioned  and 
considered  in  priority  order.  This  provision  precludes  the  filling  of 
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positions  at  lower  grades  when  PPP  registrants  are  available  at  the 
target  grade.  However,  if  the  position  is  to  be  downgraded  with  no 
intent  to  return  it  to  the  original  grade,  the  Stopper  List  will  be 
matched  at  the  new  permanent  grade. 

12.  Activities  having  an  interdisciplinary  position,  i.e.,  a 
position  which  may  be  filled  by  an  applicant  qualified  for  any  one  of 
several  general  schedule  series,  must  match  the  DoD  Priority  Placement 
Program  Stopper  List  for  each  qualifying  job  series  at  the  grade  of 
the  vacancy.  If  Stopper  List  matches  occur,  all  matching  series  must 
be  requisitioned  concurrently.  Resumes  referred  for  all  series  must 
be  assembled  in  priority  order  and  an  offer  made  to  the  highest 
priority  registrant  (see  Chapter  5,  paragraphs  A5  and  6)  regardless  of 
the  series  for  which  the  registrant  was  referred. 

13.  Positions  covered  by  a  formal  training  program,  as  described 
in  FPM  Chapter  410,  such  as  Apprentice  or  Management  Intern,  are  to  be 
matched  against  the  Stopper  List  at  the  entry  grades.  A  match 
occurs  only  when  the  series  and  grade  are  the  same  and  the  skill  entry 
includes  the  "Trainee"  (TRA)  option  code.  Registrants  already  fully 
qualified  in  the  field  of  the  position  are  not  to  be  offered 
formalized  trainee  positions. 

14.  Positions  below  grade  GS-9  or  WG-8  (and  other  comparable 
Federal  Wage  Systems  positions,  e.g.,  WL  and  WS  with  representative 
rates  below  GS-8)  may  be  re-engineered  to  lower  grades  under  a 
formally  established  and  documented  Upward  Mobility  Program,  as 
described  in  FPM  Chapter  713,  without  matching  the  Stopper  List  at  the 
target  grade,  provided  there  has  been  advance  identification.  For 
example,  the  Upward  Mobility  Plan  or  Affirmative  Action  Plan  specifies 
that  the  first  ten  WG-6907-5/6  vacancies  occurring  during  the  fiscal 
year  will  be  reclassified  to  WG-6907-4  to  provide  opportunities  for 
under-utilized  employees,  or  the  first  two  GS-525-6/7/8  Accounting 
Technician  vacancies  each  quarter  will  be  restructured  to  GS-4  trainee 
positions  to  provide  opportunities  for  clerical  employees  serving  in 
the  GS-501,  530,  540,  544,  or  545  series.  Such  re-engineered 
positions  will  be  matched  against  the  Stopper  List  at  the  entry 
grade  (s)  using  the  "TRA"  option  code.  Keep  in  mind  that  if  your 
Stopper  shows  a  GS-300,  TRA  (series  included  in  the  X-118  Clerical  and 
Administrative  Support  Standard)  you  must  requisition  for  your 
specific  series  and  the  computer  will  automatically  match  the  300  TRA 
series.  When  formally  documented  plans  do  not  identify  in  advance  the 
kinds  of  positions  to  be  re-engineered,  the  Stopper  List  must  be 
matched  first  at  the  full  performance  level. 

15.  When  an  activity  intends  to  fill  a  position  at  the  full 
performance  level  with  a  non-DoD  candidate,  strong  consideration  will 
be  given  to  downgrading  the  job  when  the  Stopper  List  reflects 
registrants  at  lower  grades.  This  will  provide  PPP  registrants  with 
additional  placement  possibilities  into  jobs  with  growth  potential. 
However,  selection  of  a  PPP  registrant  under  these  circumstances  must 
be  in  accordance  with  agency  RIF  or  merit  promotion  plans. 
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16.  Prior  to  the  appointment  of  persons  under  the  VRA  and 
Handicapped  Program  authorities,  positions  will  be  matched  against  the 
Stopper  List  at  the  full  performance  level  and  offers  made  to 
available  registrants  in  priority  order. 

17.  Selections  of  PPP  registrants  are  to  be  treated  as  exceptions 
to  the  average  grade  and  high  grade  control  restrictions. 

18.  Activities  in  Alaska,  Hawaii,  and  Puerto  Rico  will  apply  the 
Stopper  List  as  follows: 

a.  Normal  priority  1  and  2  restrictions  will  apply  to  all 
positions  when  the  registrant s)  last  resided  in  (prior  to  an  overseas 
assignment),  has  return  rights  to,  or  is  presently  or  was  last 
employed  in  the  specific  state/commonwealth.  Those  who  meet  these 
conditions  will  be  identified  by  a  pound  sign  (#)  on  the  Stopper 
List.  Registrants  from  outside  Alaska,  Hawaii,  or  Puerto  Rico  not 
meeting  these  conditions  will  not  preclude  personnel  fill  actions, 
unless  it  is  proposed  to  fill  the  position  from  outside  the 
state/commonwealth. 

b.  Normal  Priority  3  restrictions  are  applied  when  it  is 
proposed  to  fill  the  position  from  outside  the  state/commonwealth,  or 
when  the  registrant  last  resided  in  prior  to  overseas  assignment,  has 
return  right  to  or  was  employed  in  the  specific  state  or  commonwealth 
at  the  time  of  registration. 

19.  The  provisions  of  the  PPP  do  not  supersede  requirements  for 
filling  positions  restricted  to  veterans  preference  eligibles.  When 
such  positions  are  to  be  filled  and  only  nonpreference  eligibles  are 
available  in  the  PPP,  the  procedures  of  FPM  330,  Subchapter  4, 
paragraph  4-3c,  will  be  followed. 

20.  Activities  with  vacancies  for  which  skills  are  not  reflected 
on  their  Stopper  List  are  encouraged  to  use  PPP  registrants  as  a 
primary  source  of  recruitment.  This  should  be  accomplished  by  using 
the  interrogation  procedure  outlined  in  Chapter  13  of  this  manual. 

21.  In  accordance  with  Chapter  1,  Paragraph  C,  each  activity  will 
maintain  sufficient  documentation  to  provide  an  audit  trail  of  Stopper 
Lists  matched  and  results  thereof.  DOD  1400.20-3-M  contains  sample 
formats  to  facilitate  such  documentation. 

B.  EXCEPTIONS 

1.  The  following  situations  may  be  excepted  from  Priority  1  and  2 
restrictions.  These  exceptions  may  be  invoked  by  the  Civilian 
Personnel  Office  without  prior  Coordinator  approval.  When  invoked,  a 
requisition  is  not  to  be  submitted  to  DDSC.  This  includes  vacancies 
at  remote  locations. 
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a.  Promotions  which  are  exceptions  to  competitive  procedures 
under  FPM  335,  Chapter  l-5c  and  under  DoD  regulations  follow;  however, 
it  is  not  the  intent  of  the  PPP  to  allow  exceptions  to  the  program 
when  true  vacancies  exist. 

(1)  The  two  types  of  career  promotions; 

(a)  A  promotion  without  current  competition  when  at 

an  earlier  stage  an  employee  was  selected  from  a  civil  service 
register  or  under  competitive  promotion  procedures  for  an  assignment 
intended  to  prepare  the  employee  for  the  position  being  filled  (the 
intent  must  be  made  a  matter  of  record  and  career  ladders  must  be 

documented  in  the  promotion  plan);  or 

(b)  A  promotion  resulting  from  an  employee's 

position  being  classified  at  a  higher  grade  because  of  additional 

duties  and  responsibilities. 

(2)  A  career  ladder  promotion  following  noncompetitive 
conversion  of  a  cooperative  education  student  in  accordance  with  the 
requirements  of  FPM  chapter  308. 

(3)  A  position  change  from  a  position  having  known 
promotion  potential  to  a  position  having  no  higher  potential. 

(4)  A  temporary  promotion  of  120  days  or  less,  unless  the  * 

position  is  a  true  vacancy.  If  the  position  is  a  true  vacancy,  a 
temporary  promotion  can  be  effected  only  if  the  activity  is 

simultaneously  recruiting  to  fill  the  position  on  a  continuing  basis 
and  the  Stopper  is  cleared  for  the  continuing  position  throughout  the 
recruitment  cycle. 

(5)  Selection  of  a  candidate  from  the  Reemployment 

Priority  List  for  a  position  at  a  higher  grade  than  the  one  last  held 
in  the  competitive  service. 

(6)  Repromotion  to  a  grade  or  position  from  which  an 

employee  was  demoted  without  personal  cause  and  not  at  his  or  her 

request. 

(7)  Consideration  of  a  candidate  not  given  proper 

consideration  in  a  competitive  promotion  action. 

b.  Reassignment  or  change  to  lower  grade,  within  an  activity; 

(1)  of  an  employee  who  occupies  a  position  scheduled  to 

be  abolished  or  functionally  tranferred  out  of  the  commuting  area 

within  one  year, 

(2)  of  an  employee  whose  position  is  to  be  regraded 

downward  to  correct  classification  error  or  comply  with  new  or  revised 
classification  standards. 
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(3)  of  an  employee  to  an  incumbered  position  redescribed 
as  a  result  of  position  review, 

(4)  of  an  employee  who  has  been  found  by  appropriate 
medical  authority  to  be  medically  disqualified  for  the  current 
position  but  who  is  capable  of  performing  the  duties  of  the  position 
to  which  being  assigned, 

(5)  of  VRA  and  handicapped  employees  and  30%  disabled 
veterans  serving  as  a  result  of  special  appointing  authority  reached 
in  RIF  to  vacancies  under  the  jurisdiction  of  the  same  CPO. 

c.  Reassignments  within  an  activity: 

(1)  when  the  vacancy  of  the  same  series,  option  (if  any), 
and  grade  created  by  the  reassignment  is  made  available  to  the  PPP  by 
submission  of  a  requisition  to  DDSC. 

(2)  of  part-time  employees  to  full-time  positions  when 
the  part-time  position  was  acquired  as  a  result  of  reduction-in-force 
from  a  full-time  position. 

d.  Change  to  lower  grade  of  Senior  Executive  Service 
employees  removed  during  the  probationary  period  or  at  any  time  for 
less  than  fully  successful  performance. 

e.  Placement  of  employees  who  fail  to  complete  satisfactorily 
the  supervisory  or  managerial  probationary  period  required  by  FPM 
Chapter  315,  Subchapter  9. 

f.  Placement  at  the  same  or  lower  grade  of  surplus  employees 
under  the  jurisdiction  of  one  CPO  providing  personnel  servicing  to  one 
or  more  components  when  excess  personnel  exist  in  one  and  vacancies 
exist  in  the  other. 

g.  When  a  CPO  services  employees  of  another  component  under  a 
cross-servicing  agreement  that  provides  under  the  merit  promotion  plan 
for  consideration  of  all  employees  within  the  serviced  organizations 
an  exception  to  Priority  3  registrants  may  be  invoked  by  the  CPO. 

h.  The  placement  of  persons  to  satisfy  enforceable  assignment 
rights,  such  as  statutory  or  administrative  re-employment  rights,  or 
reinstatement  from  the  RPL,  may  be  effected  by  the  CPO. 

i.  The  CPO  may  effect  the  placement  of  CO-OP  Students  at  the 
time  they  enter  into  the  positions  and  when  all  required  training  and 
education  are  completed  and  they  are  available  for  conversion  to 
career-conditional  appointments. 
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j.  The  CPO  may  effect  the  change  of  an  employee  from  part- 
time,  intermittent,  seasonal,  or  on  call  to  a  full-time  schedule  on 
the  position  of  record. 

k.  The  CPO  may  affect  the  conversion  to  Career-Conditional 
Appointment  of  Schedule  B,  PAC  appointees  within  reach  on  the  OPM 
register  of  eligibles  or  under  any  other  OPM  authorized  procedure. 
The  position  in  which  the  employee  is  converted  must  be  of  the  type 
for  which  the  person  is  being  trained  and  located  in  an  organization 
serviced  by  the  CPO. 

l.  Grievance  decisions  through  either  negotiated  or 

administrative  procedures  and  appellate  decisions  which  mandate 
placement  of  a  complainant  and  which  have  the  approval  of  the 
appropriate  local  authority  will  be  accomplished  as  exceptions  to  the 
Stopper  List. 

m.  The  CPO  may  effect  the  promotion  of  an  employee  through 
competitive  procedures  when  an  incumbered  position  has  been  upgraded 
as  a  result  of  planned  management  action  and  the  addition  of  another 
person  to  the  organization  in  which  the  job  is  located  would  result  in 
someone's  being  adversely  affected  by  RIF. 

n.  Reassignments  and  changes  to  lower  grade,  within  the 

component,  made  for  formal  development/training  purposes,  as  provided 

>by  F PM  Chapter  410,  are  excepted  from  the  Stopper  List.  (This  does 

not  include  entry  level  type  positions  as  provided  for  in  paragraph 

A13  above. ) 


o.  A  detail  of  120  days  or  less  may  be  excepted  from  Priority 
1  and  2  restrictions,  unless  the  position  is  a  true  vacancy.  If  it  is 
a  true  vacancy,  a  detail  can  be  effected  only  if  the  activity  is 
simultaneously  recruiting  to  fill  the  position  on  a  continuing  basis 
and  the  Stopper  is  cleared  for  the  continuing  position  throughout  the 
recruitment  cycle. 

p.  A  CPO  may  promote  an  employee  whose  position  is  upgraded 
without  significant  change  in  duties  and  responsibilities  due  to 
issuance  of  a  new  classification  standard,  or  a  position  change 
permitted  by  reduction  in  force  procedures,  provided  the  same  employee 
whose  position  is  affected  is  placed  in  the  new  position.  These 
actions  must  be  consistent  with  FPM  335,  l-5b(l)  and  (2). 

q.  A  Nonappropr iated  Fund  (NAF)  employee  who  is  converted  to 
appropriated  fund  status  in  the  same  job  (i.e.,  "same  desk"  and  work 
unit)  may  be  converted  without  regard  to  PPP  restrictions.  This  PPP 
exception  does  not  apply  when  an  employee  is  moved  from  a  NAF  job  to  a 
different  appropriated  fund  job. 
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2.  The  Zone  Coordinator  or  the  Regional  Coordinator,  under 
delegated  authority,  may  approve  other  promotions,  reassignments,  and 
changes  that  are  in  keeping  with  the  spirit  and  intent  of  the  PPP  and 
which  are  not  provided  for  elsewhere.  Zone  Coordinators  will 
delineate  the  types  of  situations  which  may  be  submitted  for 
consideration  under  this  provision.  When  an  exception  is  requested,  a 
requisition  is  not  to  be  submitted  to  DDSC  unless  the  exception  is 
denied . 

C.  STOPPER  LIST 

1.  The  Stopper  List  is  a  computerized  product  prepared  oy  DDSC 

every  two  weeks  and  received  by  DoD  Civilian  Personnel  Offices  through 
the  Bulletin  Board  System  (BBS)  or  by  mail.  Those  activities  with  BBS 
connectivity  must  retrieve  the  Stopper  from  BBS  no  later  than  close  of 
business  on  the  Monday  following  the  Wednesday  night  in  which  the 
stopper  cycle  was  processed.  DDSC  mails  the  hard  copy  of  the  Stopper 
the  Thursday  following  the  Wednesday  night  cycle.  In  either  case,  the 
Stopper  list  becomes  effective  upon  receipt  whether  received  by  BBS  or 
mail  and  remains  in  effect  until  a  subsequent  Stopper  is  received. 
The  Stopper  List  reflects  positions  by  Pay  Group,  Series,  Title, 
Option  Code(s),  if  any,  Grade  and  Priority  of  personnel  registered  in 
the  Priority  Placement  Program  who  have  selected  the  activity  serviced 
by  the  CPO.  The  first  page  contains  the  four-digit  activity  code  and 
address  of  the  activity.  The  second  and  succeeding  pages  reflect, 
skills  of  registrants.  Each  CPO  will  also  receive  a  separate  Stopper^ 
List  for  each  serviced  activity  located  outside  the  commuting  area 
with  approximately  50  full-time  continuing  positions  to  which  an 
activity  code  is  assigned.  The  Stopper  List  is  intended  for  use 
within  the  civilian  personnel  office  and  not  normally  for  use  outside 
the  civilian  personnel  office.  The  Stopper  List  will  be  matched  in 
accordance  with  instructions  contained  in  this  chapter.  A  Vacancy 

Requisition  will  be  completed  and  the  data  submitted  (by  BBS,  if 
connected,  or  by  electronic  secretary)  to  the  Defense  Data  Support 
Center  when  a  match  occurs  and  when  required  by  priority  designation. 

2.  Additional  registrants  may  be  reflected  on  succeeding  Stopper 
Lists  as  a  result  of  file  maintenance  of  registrant  skills  and/or  area 
of  referral  and  new  registrants  entering  the  Program.  To  assist 
activities  in  decreasing  delays  caused  by  unnecessary  Vacancy 
Requisitions  in  those  instances  when  only  previously  considered 
registrants  are  available,  each  Stopper  List  forwarded  to  an  activity 
will  reflect  the  total  number  of  available  registrants  (including 
registrants  whose  skills  or  area  of  referral  have  been  file 
maintained)  and  the  number  of  new  registrants  entering  the  Program 
since  issuance  of  the  previous  Stopper  List.'  A  later  Stopper  List 
need  not  be  applied  when  resumes  have  been  received  and  exhausted 
unless  the  subsequent  Stopper  List  reflects  the  addition  of  new 
registrants  on  the  second  line  for  the  skills  since  the  preceding 
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Stopper  List,  Each  Stopper  List  remains  in  effect  until  a  new  listing 
is  received.  Negative  Stopper  Lists  will  be  forwarded  to  activities 
not  selected  by  any  registrant. 

a.  Number  of  Registrants  Available  -  Two  numbers  may  appear 
with  a  grade  level  for  a  skill,  one  number  above  the  other.  A  number 
directly  beside  a  grade,  opposite  the  Pay  Group,  Series  and  Option 
Code(s),  if  any,  indicates  the  total  number  of  surplus  personnel 
registered  in  the  Priority  Placement  Program,  in  that  skill,  who  have 
registered  as  willing  to  accept  employment  at  the  gaining  activity. 
This  number  will  also  reflect  any  registrants  available  as  a  result  of 
file  maintenance  of  their  skills  and/or  area  of  referral  who  did  not 
appear  on  the  previous  Stopper  Lists  for  that  grade.  A  second  number 
directly  below  the  first  indicates  the  number  of  new  registrants  in 
the  PPP  in  that  skill  and  grade  who  did  not  appear  on  the  previous 
Stopper  List  for  that  grade.  Stopper  Lists  addressed  to  CONUS 
activities  will  contain  numbers  1  through  99  to  indicate  the  number  of 
available  registrants  for  each  grade  level.  An  XX  will  be  used  to 
indicate  when  100  or  more  are  available.  Stopper  Lists  addressed  to 
Alaska,  Hawaii  or  Puerto  Rico  activities  will  contain  numbers  1 
through  9  to  indicate  the  number  of  available  registrants  for  each 
grade  level.  An  X  will  be  used  to  indicate  when  10  or  more  are 
available  for  Alaska,  Hawaii  or  Puerto  Rico  activities. 

b.  Asterisks  (*)  -  If  a  number,  the  X  or  XX  is  followed  by  an 
asterisk  (*)  Priority  1  or  2  registrants  are  available  for  referral  to 
the  gaining  activity.  If  no  asterisk  follows  the  number,  the  X  or  XX, 
only  Priority  3  personnel  are  available. 

c.  "#"  Code  -  For  those  activities  located  in  Alaska,  Hawaii, 

and  Puerto  Rico,  a  special  code  -  "#"  -  will  be  used  to  indicate 

availability  of  registrants  who  are  presently  employed  in,  last 
resided  in,  or  have  return  rights  to  Alaska,  Hawaii,  or  Puerto  Rico  to 
enable  receiving  activities  to  properly  apply  the  procedures  listed  in 
paragraph  A  above.  This  sign  will  appear  only  on  Stopper  Lists  going 
to  Alaska,  Hawaii,  or  Puerto  Rico  activities.  For  example,  if  an 
activity  in  Hawaii  receives  a  Stopper  List  indicating  a  "#"  Code  with 
a  skill,  it  means  that  a  registrant  having  that  skill  is  either 
currently  employed  in  a  Hawaii  activity,  last  resided  in  Hawaii,  or 
has  return  rights  to  Hawaii.  This  same  registrant  would  not  be 
indicated  by  a  "#"  Code  on  Stopper  Lists  for  activities  he  may  have 
selected  outside  Hawaii. 

d.  Ampersand  (&)  -  Whenever  an  ampersand  (&)  is  shown,  it 
indicates  there  Is  a  Priority  3  Military  Spouse  Preference  Eligible 
available. 
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e.  Following  is  an  example  of  a  Stopper  List  for  a  CONUS 
act ivity : 

PAY  OPTION  GRADE/NBR  OF  REGISTRANTS  AVAILABLE 

GRP  SERIES  CODES 

Accounting  Technician 

GS  525  05/03*  06/01& 

02* 

Equipment  Spec/Acf t/Acf t  Prop  Equip 

GS  1670  AIB  AIF  09/02*  11/01*  12/01 

01 

Instrument  Maker  Leader 

WI.  3314  08/02* 

Figure  4-1  STOPPER  LIST  FOR  CONUS  ACTIVITY 

In  the  above  example  of  a  Stopper  List  for  a  CONUS  activity,  the 
following  skills,  grades  and  priorities  are  affected: 

(1)  Accounting  Technician,  GS-525-05  and  06.  The  GS-05 

level  has  a  total  of  three  registrants  available  of  which  at  least  one 
is  a  Priority  1  or  2  as  indicated  by  *.  The  06  level  indicates  that 
there  is  one  registrant  available  who  is  a  Priority  3  Spouse 

Preference  eligible.  Since  there  is  a  number  (2*)  on  the  second  line 
of  the  entry  for  Accounting  Technician,  Grade  05,  two  of  the  three 
total  registrants  available  did  not  appear  on  the  previous  Stopper 
List  and  at  least  one  of  these  is  Priority  1  or  2.  Since  there  is  no 
entry  on  the  second  line  for  the  06  level,  this  registrant  did  appear 
on  the  previous  Stopper  List  and  new  registrants  are  not  available. 

(2)  Equipment  Specialist,  Aircraft  and  Aircraft 

Propulsion  Equipment  Options,  GS-1670-09,  11  and  12.  At  the  09  level, 
there  are  two  registrants  available  of  which  at  least  one  is  a 

Priority  1  or  2.  The  number  1  directly  below  the  2*  at  the  09  level 
indicates  that  one  of  the  two  total  registrants  did  not  appear  on  the 
previous  Stopper  List  and  is  a  Priority  3.  At  the  GS-12  level,  only 
one  registrant  is  available,  is  a  Priority  3  and  appeared  on  the 

previous  Stopper  List. 

(3)  Instrument  Maker  Leader,  WL-3314-08.  There  are  two 

registrants  available  for  Wage  Leader  Grade  08.  At  least  one  of  these 
registrants  is  a  Priority  1  or  2  and  both  of  them  appeared  on  the 

previous  Stopper  List. 


( 
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f.  The  following  is  an  example  of  a  Stopper  List  for  a  Hawaii 
activity: 

PAY  OPTION  GRADE/NBR  OP  REGISTRANTS  AVAILABLE 

GRP  SERIES  CODES 

Personnel  Management/Employee  Rels/Staf f ing 


GS  201  EMC/STB 

11/01*# 

Electronics  Mechanic 

WG  2604 

10/01* 

Pipefitter  Supervisor 

WS  4204 

12/01 

01 

Figure  4-2  STOPPER  LIST  FOR  HAWAII  ACTIVITY 

In  the  example  of  a  Stopper  List  for  a  Hawaii  activity,  the  following 
skills,  grades  and  priorities  are  affected: 

(1)  Personnel  Management,  GS-201-11,  Employee  Relations  Option 
and  Staffing  Option,  Priority  1  or  2  (as  indicated  by  *)  who  is  either 
currently  employed  in  Hawaii,  last  resided  in  Hawaii  or  has  return 
rights  to  Hawaii  (as  indicated  by  #  Code).  This  registrant  appeared 
on  the  previous  Stopper  List. 

(2)  Electronics  Mechanic,  WG-2604-10.  This  registrant  is  a 
Priority  1  or  2  and  did  appear  on  the  previous  Stopper  List.  This 
registrant  is  not  employed  in  Hawaii,  did  not  last  reside  in  Hawaii 
and  does  not  have  return  rights  to  Hawaii. 

(3)  Pipefitter  Supervisor,  WS-4204-12.  This  registrant  is  a 
Priority  3  and  did  not  appear  on  the  previous  Stopper  List.  This 
registrant  is  not  employed  in  Hawaii,  did  not  last  reside  in  Hawaii 
and  does  not  have  return  rights  to  Hawaii. 

D.  PROCEDURES 


1.  When  a  Priority  1  or  2  entry  appears  on  a  Stopper  List,  the 
activity  may  not  fill  a  matching  position  by  competitive  or 
noncompetitive  action,  except  as  provided  herein.  This  restriction 
applies  even  when  the  activity  is  prohibited  from  increasing  on-board 
strength.  In  such  cases,  the  activity  must  either  obtain  authority 
from  within  the  component  to  make  an  offer  or  refer  the  matter  to  the 
Zone  Coordinator. 
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2.  Under  no  circumstances  shall  a  position  be  changed  as  to  series 
or  grade,  canceled  or.  fill  action  be  delayed  for  the  purpose  of 
avoiding  making  an  offer  to  a  PPP  registrant.  Changes,  cancellations, 
or  delays  will  be  subject  to  investigation  and  corrective  action  by 
Zone  and  Regional  Coordinators. 

3.  For  positions  at  grades  1,  2,  3,  or  4,  with  occupational  series 
covered  by  OPM' s  X-118  Clerical  and  Administrative  Support  Standard, 
the  following  procedures  apply: 

a.  Any  GS-300,  without  an  option  code,  indicates  a  registrant 
available  for  any  position  covered  by  the  standard  which  does  not 
require  specific  proficiency.  Examples:  GS-350-4  Duplicating 
Equipment  Operator,  GS-503-4  Accounting  Clerk  and  GS-1531-4 
Statistical  Clerk  positions  which  do  not  require  specific  proficiency 
all  match  a  GS-300-4  without  an  option  code.  However,  you  always 
requisition  for  the  specific  series  and  the  computer  matches  the  GS- 
300  series. 

b.  Any  GS-300  with  an  option  code  (Typing-TYA,  Stenography- 
STC,  and  Data  Transcr iber-DAT)  indicates  a  registrant  available  for 
any  covered  position  that  has  the  same  proficiency  requirements  or 
option  code.  NOTE:  GS-322-4  Clerk  typist,  GS-318-4  Secretary 
(Typing ) ,  and  GS-305-4  Mail  and  File  Clerk  (Typing ) ,  positions  all 
match  GS-300-4  (Typing).  If  either  the  specific  series  or  GS-300  with 
appropriate  options  appear  on  the  stopper,  requisitions  will  be 
submitted  for  the  specific  series  and  the  computer  will  automatically 
match  both  the  specific  series  and  the  GS-300  series  with  appropriate 
option. 


c.  Additionally,  individuals  registered  for  skills  with  the 
typing  option  ( TYA )  will  automatically  be  referred  for  the  same 
position  not  requiring  the  typing  option.  This  procedure  is  true  only 
for  positions  involving  the  typing  option. 

4.  For  positions  in  the  GS-2XX,  Civilian  Personnel  Specialist  and 
GS  260,  Equal  Employment  Opportunity  Specialist  and  the  GS-8XX, 
Professional  Engineer  series,  option  codes  are  used  to  describe 
specific  series.  For  example,  STB  (staffing)  describes  the  GS-212 
series,  and  CIB  (civil)  describes  the  GS-810  series.  (See  Appendix  D 
for  other  option  codes  in  these  series) .  For  any  vacancies  in  the  2XX 
or  8XX  specific  series,  the  Stopper  List  must  be  reviewed  for  a 
matching  skill  (the  specific  series  and/or  the  "generalist"  series, 
i.e.  GS-201  or  GS-801,  with  a  corresponding  option  code)  and  if  a 
match  occurs  in  either  instance,  a  vacancy  requisition  must  be 
submitted  for  the  specific  series  only.  The  computer  will  auto¬ 
matically  search  for  both  and  provide  matching  resumes,  and  offers 
will  be  made  in  priority  order. 
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Example:  If  a  GS-212-12,  Staffing  Specialist  position  is  vacant  and 

there  is  no  GS-212-12  match  on  the  appropriate  Stopper  List  but  there 
is  a  GS-201-12  entry  with  the  STB  and  CLA  options,  a  requisition 
against  the  GS-212-12  position  is  required. 

5.  Any  WG-00000,  grade  1,  2,  3,  or  4  skill,  appearing  on  the 
Stopper  List  indicates  a  registrant  s )  available  for  any  WG-1  through 
4  position  not  requiring  the  operation  of  a  motor  vehicle  or  sewing 
machine.  Activities  will  match  such  WG  positions  simultaneously 
against  the  specific  series  of  the  positions  and  the  WG-00000  entry  on 
the  Stopper  List,  at  the  appropriate  grade.  Resumes  for  the  specific 
series  and  the  WG-00000  will,  upon  receipt,  be  merged  in  priority 
order  and  registrants  made  an  offer  in  accordance  with  normal  priority 
procedures . 

6.  Any  WG-01111-5  skill  appearing  on  the  Stopper  List  indicates  a 
registrant  available  for  any  Trades  Helper  position-  Activities  will 
match  Trades  Helper  WG-5  positions  simultaneously  ag  inst  the  specific 
series  of  the  positions  and  the  WG-01111-5  entry.  Resumes  for  the 
specific  series  and  the  WG-01111  will,  upon  receipt,  be  merged  in 
priority  order  and  registrants  made  an  offer  in  accordance  with  normal 
priority  procedures. 

,  7.  When  matching  GM  positions  against  the  Stopper  List,  the 

I  series,  grade,  and  option,  if  any,  will  be  matched  against  those 
entries  under  the  GS  pay  system.  When  a  match  occurs,  a  requisition 
must  be  submitted  to  DDSC  and  an  offer  made  to  those  registrants  whose 
resumes  reflect  availability  for  GM  positions  in  the  space  for 
"Special  Qualifications." 

8.  General  Schedule  supervisory  positions  will  be  matched  against 

the  Stopper  List  entries  having  the  same  grade,  series,  and  option 
code(s),  if  any.  When  a  match  occurs,  a  requisition  must  be  submitted 
to  DDSC  and  an  offer  made  to  those  registrants  whose  resume  reflects 
availability  for  supervisory  positions  in  the  space  for  "Special 
Qualifications."  However,  offers  for  second  and  higher  level 

supervisory  positions  are  not  required  unless  the  registrant  has 
previously  successfully  held  a  supervisory  position.  This  does  not 
prohibit  the  offering  of  such  positions  if  the  gaining  activity 
wishes.  Registrants  scheduled  for  separation  whose  current  position 
is  supervisory,  as  identified  in  their  current  position  title,  must  be 
made  an  offer  during  the  specific  notice  period  even  though  "Special 
Qual if ications"  may  not  reflect  such  availability. 

9.  Option  codes  will  be  matched  as  follows: 

a.  Positions  with  one  option  code  will  be  matched  against  the 
Stopper  List  entries  having  that  option  code  alone  and  those  entries 
that  have  two  option  codes,  one  of  which  is  the  same  as  that  of  the 
position.  For  example,  a  position  of  Firefighter,  GS-081-5,  with  a 
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"Structural"  option,  will  be  matched  against  a  Stopper  List  entry  for 
GS-081-5  (STE  Structural).  If  no  match  occurs,  the  vacancy  will  be 
matched  to  GS-081-05  entries  reflecting  the  STE  option  in  combination 
with  any  other  option,  such  as  STE-Structural  and  AIG-Airf ield .  A 
requisition  is  to  be  submitted  when  the  single  option  skill  matches 
any  Stopper  List  entry  of  the  same  pay  group,  series,  grade  and 
option,  if  required  by  the  Priority  designations  shown. 

b.  Positions  with  two  option  codes  will  be  matched  against 
the  Stopper  List  entries  having  both  option  codes.  A  match  occurs 
only  when  the  two  option  codes  in  the  Stopper  List  entry  match 
precisely  those  of  the  position. 

c.  Positions  with  more  than  two  option  codes  and  positions 

with  options  other  than  those  in  Appendix  D  to  this  manual  v.  ill  be 
matched  against  stopper  list  entries  having  no  option  codes.  When 
there  is  a  series  and  grade  match  and  resumes  are  referred,  but  there 
is  an  apparent  mismatch  of  skills,  the  gaining  CPO  should  contact  the 
appropriate  Zone  Coordinator  to  determine  whether  an  offer  is 
required.  If  a  skills  mismatch,  is  not  apparent,  or  the  Zone 

Coordinator  directs,  the  gaining  and  registering  CPOs  will  discuss  the 
requirements  of  the  position  and  the  qualifications  of  the 
registrant ( s )  and  determine  whether  an  offer  is  required. 

d.  If  your  vacancy  does  not  require  typing  but  there  is  a 
registrant  for  the  same  series/grade  on  the  Stopper  List  with  the 
typing  option,  you  have  a  match.  (Example:  An  activity  has  a  vacancy 
for  a  GS-204-04  position  (not  requiring  the  typing  option)  and  the 
stopper  contains  a  GS-204-04  ( TYA )  and/or  GS-300-04  ( TYA ) .  This  is  a 
match  and  you  should  requisition  for  GS-204-04.  The  computer  will 
automatically  search/match  those  that  are  registered  with  the  typing 
option.  This  procedure  applies  with  positions  involving  the  typing 
option  only. 

10.  In  order  to  assure  uniformity  of  consideration  for  displaced 
employees  within  the  commuting  area,  the  PPP  will  be  utilized.  Manual 
referral  procedures  are  not  authorized.  Activities  may  consider  non- 
PPP  registered  persons  only  when  authorized  by  other  provisions  of 
this  manual  or  by  special  permission  from  the  Zone  Coordinator. 

11.  Non  BBS  using  civilian  personnel  offices  servicing  positions 
at  noncoded  remote  locations  outside  their  commuting  area  which  are 
not  covered  by  their  Stopper  List  will  submit  requisitions  to  DDSC  in 
accordance  with  Chapter  10,  paragraph  34.  Requisitions  under  this 
procedure  will  be  submitted  immediately  after  the  position  becomes 
susceptible  to  the  Stopper  List  and  every  4  weeks  thereafter  until 
other  appropriate  action  removes  the  position  from  consideration. 
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NOTE:  Through  the  BBS,  Civilian  Personnel  Offices  servicing  * 

positions  at  noncoded  remote  locations  outside  their  commuting  area 
which  are  not  covered  by  their  Stopper  List,  may  clear  a  remote  site 
(without  DoD  activity  in  commuting  area)  by  selecting  and  clearing  any 
activity  within  the  state  of  the  vacancy.  Under  these  conditions,  you 
may  pick  up  (through  BBS)  the  stopper  of  an  activity  within  the  state 
of  the  vacancy  and  review  for  a  matched/unmatched.  In  either  case, 
you  must  retain  the  Stopper  copy  for  your  records  and  audit  trail. 
Clearing  the  Stopper  under  this  procedure  must  be  accomplished  every  4 
weeks  until  other  appropriate  action  removes  the  position  from 
consideration. 


12.  Civilian  personnel  offices  in  the  United  States  which  recruit 
and  select  for  positions  in  foreign  areas  will  requisition  as  follows: 

a.  For  positions  that  are  co-located  at  coded  overseas 
activities,  the  requisition  will  include  the  activity  code  of  the 
overseas  activity. 


b.  For  positions  that  are  not  co-located  at  coded  overseas 
activities,  the  requisition  will  include  the  activity  code  of  the 
nearest  coded  activity. 


begins 

removes 


c.  Requisitions  will  be  submitted 
and  every  4  weeks  thereafter  until 
the  position  from  PPP  consideration. 


initial 

other 


ly  when  recruitment 
appropriate  action 


13.  Requisitions  to  identify  registrants  who  may  be  able  to 
displace  temporary  assignees  and  re-employed  annuitants  in  positions 
at  remote  locations  that  are  not  covered  by  a  Stopper  List  will  be 
submitted  at  the  beginning  of  each  calendar  quarter. 


14.  Requisitions  are  to  be  submitted  to  DDSC  promptly  when  a  match 
occurs  and,  when  resumes  are  furnished,  offers  are  to  be  made  without 
delay. 


15.  If  at  any  time  during  or  after  completion  of  the  recruiting 
cycle  an  activity  discovers  they  neglected  to  clear  the  stopper  list, 
they  must  contact  their  servicing  specialist  at  DDSC  by  telephone  to 
request  a  reconstruction.  Information  required  by  DDSC  is 


a.  Date  3P-52  received  in  CPO 

b.  Date  position  filled 

c.  Pay  group,  series,  and  grade 

d.  Requisitioning  activity  code 

e.  Vacancy  location 
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L  A 


f.  Name  of  caller 


g.  Phone  number 

DDSC  will  perform  a  reconstruction  process  to  determine  if  a 
registrant  missed  proper  consideration.  If  this  is  the  case,  contact 
with  the  Zone  Coordinator  must  be  made  to  determine  if  corrective 
action  is  required. 
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Figure  k-3,  Retained  Grade  and  Pay/Temporary  Employment  Decision  Table 
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CHAPTER  5 

PRIORITY  PLACEMENT  PROGRAM 
JOB  OFFERS 


A.  MAKING  JOB  OFFERS 

1.  Offers  to  PPP  registrants  are  to  be  made  by  a  representative 
of  the  gaining  activity  Civilian  Personnel  Office  to  a  representative 
of  the  releasing  activity  Civilian  Personnel  Office.  No  representa¬ 
tive  of  the  gaining  activity  will  contact  a  registrant  directly, 
unless  the  Zone  Coordinator  has  approved  such  direct  contact.  Any 
selective  or  special  requirement,  including  knowledges,  skills  and 
abilities  needed  to  satisfactorily  perform  the  duties  of  a  position 
being  offered  will  be  clearly  and  thoroughly  communicated  to  the 
releasing  activity  so  that  proper  qualifications  determinations  may  be 
made.  In  order  to  be  considered  sufficiently  well  qualified,  the 
registrant  should  be  able  to  satisfactorily  perform  the  duties  of 
typical  positions  in  the  skill  for  which  registered  with  orientation 
only.  Supervisors  and  other  subject  matter  experts  may  be  consulted 
by  CPOs  for  guidance  in  order  to  resolve  qualification  issues. 

2.  The  priority  and  information  contained  in  resumes  will  be  used 

to  determine  to  whom  an  offer  will  be  made  first.  Only  in  rare 
situations  should  additional  information  be  required.  Any  additional 
information  needed  will  be  obtained  by  telephone  from  activities 

within  CONUS  and  by  electrical  message  from  activities  outside 
CONUS.  Such  additional  information  may  be  obtained  through  the  use  of 
a  Standard  Form  171  or  similar  document  when  the  position  to  be  filled 
is  at  the  GS-12  or  higher  grade  level.  In  addition.  Official 
Personnel  Folders  may  be  obtained  and  reviewed  for  those  registrants 
referred  for  GS/GM-14  and  15  positions. 

3.  As  indicated  in  the  preceding  paragraph,  offers  to  GS/GM-14 

and  15  registrants  may  not  be  consummated  as  quickly  as  those  for 
other  grades.  Accordingly,  when  placement  consideration  is  underway 
at  grades  GS/GM-14  or  15  and  a  subsequent  offer  for  a  lower  grade  is 
received  by  the  registering  activity,  the  lower  grade  offer  will  be 

held  in  abeyance  pending  resolution  of  the  GS/GM-14  or  15  offer.  In 

such  cases  the  appropriate  Component  Coordinator  will  be  advised  so 
that  prompt  action  can  be  taken  to  preclude  any  undue  delay  in 

determining  which  offer  is  appropriate. 

4.  An  offer  is  not  to  be  made  if  such  placement  would  result  in  a 
prohibited  promotion. 
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5.  The  gaining  activity  CPO  will  immediately  contact  the 
registering  activity  CPO  by  telephone  (if  necessary,  by  electrical 
message  to  activities  outside  CONUS)  and  make  an  offer  consistent  with 
priorities.  CONUS  activities  making  offers  to  overseas  registrants 
will  send  an  information  copy  of  messages  to  the  Overseas  Regional 
Coordinator.  Offers  will  be  made  to: 

a.  Priority  1  registrants  before  Priority  2. 

b.  Priority  2  registrants  before  Priority  3. 

6.  Basic  priority  levels  shall  be  consistent  across  component 
lines.  Within  assigned  priorities,  components  may  determine  the  order 
of  job  offers  after  considering  such  factors  as  registrant 
qualifications,  geographic  area,  owning  component  and  costs. 

7.  Activities  in  CONUS  making  offers  to  registrants  from  overseas 
activities  will  include  in  the  electrical  message:  (See  page  5-6  for 
sample  message) 

a.  The  fund  citation  for  miscellaneous  expense  allowances  and 
temporary  quarters  subsistence  expenses. 

b.  The  gaining  activity  code. 

c.  The  location  of  the  position  if  remote  from  the  activity. 

d.  Any  special  qualifications  that  must  be  met. 

e.  Any  other  information  pertinent  to  the  job,  such  as  it 
being  obligated,  located  at  an  activity  under  study  for  closure,  or  in 
the  Excepted  Service,  etc. 

f.  Indicate  a  desired  reporting  date,  in  accordance  with 
Chapter  3,  paragraph  B34  for  the  registrant  to  report  for  work. 

8.  Offers  will  be  made  until  vacancies  are  filled,  referred 
resumes  are  exhausted,  or  offers  are  not  required  by  reason  of  the 
registrants'  priorities.  A  referred  resume  that  is  a  valid  match 
against  a  position,  remains  in  effect  until  a  personnel  action  is 
completed  for  the  position,  even  if  the  registration  period  for  the 
registrant  has  expired. 

9.  When  registrants  are  referred  to  an  activity  for  more  than  one 
position  at  different  grade  levels,  the  offer  will  be  made  for  the 
highest  grade. 

10.  Offers  to  PPP  registrants  will  not  be  unduly  delayed  or  denied 
because  the  required  personnel  security  investigation  has  not  been 
completed.  wnen  such  investigation  is  required,  it  will  be  completed 
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as  expeditiously  as  possible.  As  outlined  in  DoD  Directive  5200.2,  "A 
final  adverse  determination  may  not  be  taken  unless  administrative 
procedures  are  made  available  that  will  give  the  individual  an 
opportunity  to  refute  allegations  made  against  him  or  her."  In  those 
instances,  where  it  is  not  possible  for  the  gaining  activity  to  enter 
a  PPP  registrant  on  duty  and  assign  non-classif ied  duties  while  the 
clearance  process  is  working,  an  offer  will  still  be  made.  The 
registrant  being  made  the  offer,  has  three  choices: 

a.  Accept  the  offer,  be  deleted  from  the  Priority  Placement 
Program  and  delay  his  or  her  reporting  date  until  the  appropriate 
clearance  is  granted. 

b.  Accept  the  offer  on  a  conditional  basis  and  remain  in  the 
Priority  Placement  Program  with  the  option  of  either  accepting  or 
declining  one  subsequent  offer,  should  such  an  offer  materialize  prior 
to  the  security  clearance  being  granted. 

c.  Decline  the  offer  on  the  basis  that  the  delay  in  reporting 
is  unreasonable  and  therefore  the  offer  is  not  valid.  The  registrant, 
of  course,  would  remain  in  the  program. 

Any  questions  regarding  security  clearance  cases  should  be 
referred  promptly  to  the  Regional  Coordinator. 

11.  The  normal  reply  time  to  an  offer  involving  CONUS  activities 
is  24  hours.  The  normal  reply  time  when  the  registering  activity  is 
overseas  is  7  calendar  days.  When  a  timely  response  is  not  received 
from  an  overseas  activity,  the  gaining  activity  CPO  will  contact  the 
appropriate  Overseas  Liaison  Officer  for  assistance.  Failure  to 
receive  a  timely  response  from  any  offer  is  not  a  valid  reason  to 
consider  a  registrant  unavailable  and  gaining  activities  will  take  no 
further  placement  action  until  the  outstanding  offer  is  resolved. 

12.  Once  a  commitment  of  employment  is  made  to  a  registrant,  it 
will  be  honored,  unless  approval  to  withdraw  the  offer  is  obtained 
from  the  Zone  Coordinator.  Activities  will  not  unilaterally  withdraw 
offers  under  any  circumstances.  Zone  Coord ina tors  will  permit 
withdrawal  of  offers  only  in  rare  and  unusual  circumstances. 

13.  When  the  offer  and/or  consideration  has  been  consummated,  one 
copy  of  each  referred  resume  must  be  completed  indicating  the 
appropriate  report  action  code  and  returned  to  DDSC.  The  report 
action  must  be  signed  by  an  official  of  the  civilian  personnel  office 
and  returned  promptly,  but  not  later  than  45  calendar  days  (Priority  1 
and  2)  and  55  calendar  days  (Priority  3)  after  receipt  of  the 
resumes.  Instructions  on  report  actions  are  contained  in  Chapter  11 
of  this  manual. 
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B.  RELATIONSHIP  BETWEEN  PPP  AND  OPM  PLACEMENT  PROGRAMS 


1.  The  PPP  does  not  supersede  enforceable  statutory  or  regulatory 
rights  of  employees  or  former  employees,  including  the  provisions  of 
5,  CPR,  Part  330,  Subpart  3,  Section  330.201(a),  which  covers  the  Re¬ 
employment  Priority  List  (RPL).  A  discussion  of  the  relationship 
between  the  PPP,  the  RPL,  and  the  Displaced  Employee  Program  (DEP) 
follows.  (Also  see  page  5-7  for  matrix) 

a.  The  RPL  will  be  established  and  maintained  under  the 
provisions  of  FPM  Chapter  351,  Subchapter  9,  and  positions  will  be 
filled  from  the  RPL  in  accordance  with  FPM  Chapter  330,  Subchapter  2. 

b.  Although  the  RPL  does  not  normally  preclude  promotion  or 
reassignment  within  the  component,  such  actions  cannot  be  effected 
when  a  PPP  Priority  1  or  2  registrant  is  available. 

c.  When  RPL  and  PPP  Priority  1  or  2  registrants  are 
available,  positions  will  be  offered  to  RPL  registrants  ahead  of  PPP 
registrants  except  that: 

(1)  PPP  registrants  still  employed  anywhere  in  the  same 
component  will  be  given  offers  before  RPL  registrants  for  positions 
above  the  grade  from  which  the  RPL  registrant  was  separated. 

(2)  PPP  registrants  still  employed  in  the  same  component 
will  be  given  offers  before  RPL  registrants  when  both  are  within  the 
commuting  area  of  the  position. 

(3)  PPP  registrants  still  employed  in  the  same  component 
but  outside  the  commuting  area  of  the  position  may  be  given  an  offer 
before  the  RPL  registrants.  This  is  at  the  discretion  of  the 
employing  activity. 

d.  In  displacing  temporary  appointees  in  continuing 
positions,  the  following  order  will  be  applied: 

(1)  PPP  registrants  still  employed  from  within  the  same 
component  for  positions  at  grades  higher  than  the  grade  held  by  the 
RPL  registrants  while  employed. 

(2)  RPL  registrants  or  PPP  registrants  still  employed  in 
the  same  component  and  within  the  commuting  area  of  the  position. 
This  is  at  the  discretion  of  the  employing  activity. 

(3)  Other  PPP  registrants  in  priority  order. 

(4)  DEP  registrants  certified  by  an  OPM  office. 
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e.  When  RPL  registrants  are  available,  temporary  promotees 
and  re-employed  annuitants  (other  than  annuitants  re-employed  under 
trial  retirement  programs)  in  continuing,  uncommitted  positions  will 
be  displaced  by  PPP  Priority  1  or  2  registrants  when  they  are  still 
employed  and  in  the  same  component.  Displacement  will  be  by  priority 
order.  RPL  and  DEP  registrants  do  not  displace  temporary  promotees. 

f.  Only  RPL  and  DEP  registrants  may  displace  term  appointees. 

2.  Activity  CPOs  should  contact  the  Zone  Coordinator  for  further 
guidance  when  questions  concerning  the  priority  of  offers  to  PPP,  RPL, 
or  DEP  registrants  cannot  be  resolved. 

C.  QUALIFICATIONS  DISPUTES 

1.  Civilian  personnel  offices  at  gaining  activities  are  not 
authorized  to  disqualify  registrants  by  unilateral  determination. 
However,  when  there  is  a  mutual  decision  between  the  gaining  and 
releasing  activity  CPOs  that  a  registrant(s)  is  not  qualified  for  a 
particular  position,  an  offer  is  not  required. 


2.  When  the  gaining  and  releasing  activity  CPOs  disagree  on  a 
registrant's  qualifications  for  a  position,  the  dispute  will  be 
resolved  by  the  appropriate  Coordinator ( s ) .  Each  CPO  will  promptly 
(within  fifteen  calendar  days  of  the  date  of  the  dispute)  furnish  the 
rationale  for  the  determination  to  the  appropriate  Regional 
Coordinator.  The  appropriate  Regional  Coordinator  for  the  gaining 
activity  is  the  person  having  jurisdiction  over  the  area  where  the 
position  is  located.  The  appropriate  Regional  Coordinator  for  the 
registering  CPO  is  the  person  having  jurisdiction  over  the  "A"  coded 
activity  which  effected  the  registration. 

a.  The  Regional  Coordinator's  decision  is  final  when  the 
person  has  jurisdiction  over  both  the  gaining  and  releasing 
activities . 


b.  When  a  dispute  falls  under  the  jurisdiction  of  more  than 
one  Regional  Coordinator  and  they  cannot  agree,  the  final  decision 
will  be  made  by  the  Component  Coordinator  when  the  activities  are  of 
the  same  component,  or  by  the  Zone  Coordinator  who  has  purview  over 
the  gaining  activity  when  the  activities  are  of  different  components. 


c.  Any  registrant  expressing  concern  in  writing  for  any 
action  affecting  him/her  as  a  result  of  registration  in  the  PPP  will 
be  provided  a  written  explanation  by  the  deciding  coordinator. 
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JOINT  MESSAGEFORM 

SECURITY  CLASSIFICATION 

PAGE 

DTG/RE LEASE  A  TIME 

PRECEDENCE 

CLASS 

SPECAT 

CiC 

OAIG/MSG  IOC  NT 

DATE  TIME 

MONTH 

YA 

ACT 

iNfO 

■  ■ 

Of 

MESSAGE  MANOLIMG  INSTRUCTIONS 


FROM:  DDMT  MEMPHIS  (382A) 

TO:  81  MSSQ  RAF  BENTWATERS  UK//MSCS// 

INFO:  DOD  OVERSEAS  REGIONAL  COORDINATOR  (AS  APPROPRIATE) 

UNCLAS:  90-01 
SUBJECT:  PPP  JOB  OFFER 

A.  REF  DOD  1400. 20-1-M 

1.  MS  MARY  J  DOE  001-00-0001  OFFERED  POSITION  OF  COMPUTER  SYSTEMS  ANALYST 
GS-334-12  I AW  REF  A. 

2.  POSITION  REQUIRES  IN-DEPTH  KNOWLEDGE  OF  ELECTRONICS  COMPONENTS  NOMENCLATURE  AS 
RELATED  TO  COMPUTERIZED  INVENTORY  AND  STOCK  CONTROL  SYSTEMS.  (ACTIVITIES  SHOULD 
INCLUDE  AN  ADEQUATE  DESCRIPTION  OF  THE  DUTIES  OF  THE  POSITION  BEING  OFFERED  TO 
ENSURE  THE  REGISTERING  CIVILIAN  PERSONNEL  OFFICE  HAS  A  CLEAR  UNDERSTANDING  OF  THE 
QUALIFICATIONS  REQUIRED  TO  BE  "WELL  QUALIFIED."  THE  DESCRIPTION  OF  DUTIES  WILL  BE 
COMMENSURATE  WITH  THE  GRADE  AND  COMPLEXITY  OF  THE  POSITION  BEING  OFFERED.) 

3.  POSITION  IS  OBLIGATED  TO  FORMER  EMPLOYEE  CURRENTLY  SERVING  IN  MILITARY  SERVICE. 
EXPECTED  DATE  OF  RETURN  IS  1  JAN  1992. 

4.  FUND  CITATION  FOR  MISC  EXP  AND  TQA  AS  FOLLOWS: 

1234567  7077  7078  7079  00001  46593  46594  46595  000002  000003  S3010101. 

5.  REQUEST  NOTIFICATION  BY  RETURN  MESSAGE  OF  ACCEPTANCE  OR  DECLIANTION  OF  POSITION 
OFFER  WITHIN  7  CALENDAR  DAYS. 


Figure  5-1.  Sample  Message  to  Overseas  Activity. 
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TYPE  OF  ACT I OK 

I 

COMDITIOMS 

l 

First 

ORDER  OF  OFFERS 
Second 

Third 

Fourth 

i 

1 

i 

Fill  vacant  continuing  l 

position  j 

1 

i 

i 

I 

Grade  is  higher  than  j 
last  held  by  BPL 
registrant 

i 

PPP  pnoroty 

1&2  still 
employed  anywhere 
in  component 

BPL* 

PPP  Priority  3 
registrant 

DEP 

Grade  is  not  higher 
than  last  held  by  BPL  : 
registrant 

t 

PPP  Priority 

1A2  still 
employed  in 
component  in 
commuting  area 

RPL*  or  PPP 

Priority  1A2 
still  employed 
in  component  out¬ 
side  commuting 
area 

PPP  Priority  3 
registrants 

DEP 

Displace  temporary  appointees 
in  continuing  positions,  except  i 
those  annuitants  reemployed 
under  Trial  Retirement  Programs,: 
those  employees  serving  under  i 
Taper  or  term  appointments,  302  » 
disabled  veteran  appointees  and  . 
those  physically  or  mentally 
handicapped  employees  serving 
under  Schedule  A  or  B  Excepted  i 
Appointment  Procedures. 

Grade  is  higher  than 
last  held  by  BPL 
registrant 

PPP  Priority 

1&2  still 
employed  anywhere 
in  component 

RPL 

PPP  Priority  3 
registrants 

Grade  is  not  higher 
than  last  held  by  BPL 
registrant 

RPL  or  PPP 

Priority  1&2 
still  employed 
anywhere  in 
component 

Other  PPP 
registrants  in 
Priority  order 

DEP 

Displace  temporary  assignees  j 
(e.g.,  those  promoted,  detailed, 
reassigned,  or  changed  to  lower  : 
grade)  to  a  continuing  position. 

Grade  is  higher  than 
last  held  by  RPL  j 

registrant 

PPP  Priority 

1&2  still 
employed  anywhere 
in  component 

RPL* 

Other  PPP 

Priority  1&2 
registrants  m 
priority  order 

i 

Grade  is  not  higher 
than  last  held  by  BPL 
registrant 

i 

RPL*  or  PPP 
Priority  1&2 
still  employed 
anywhere  in 
component 

Other  PPP 

Priority  1&2 
registrants  in 
priority  order 

Displace  Taper  or  term 
appointees  and  those  serving 
under  other  non-temporary 
appointments  except  Status  Quo 
employees 

Representative  rate  of 
the  position  is  the  same 
as  or  lower  than  that  of 
the  position  last  held 
by  the  registrant 

RPL* 

DEP 

*  The  BPL  does  not  preclude  the  filling  of  vacancies  by  position  change  of  current  component  employees  IFMP  CH  330,  Sub  CH  2); 
however,  when  PPP  registrants  are  available  this  order  of  offers  must  be  followed  through  PPP  Prio'ities  1&2. 


Figure  5-2.  Matrix  of  order  of  offers  from  RPL,  DOD/PPP  and  DEP. 
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CHAPTER  6 

|  PRIORITY  PLACEMENT  PROGRAM 

POLICY  FOR  OVERSEAS  ACTIVITIES 

A.  GENERAL  POLICY 

1.  Except  as  modified  by  this  Chapter,  the  policies  and 
procedures  contained  in  this  manual  also  apply  to  overseas  employees. 

2.  Displaced  and  nondisplaced  DoD  overseas  employees  may  be 

registered  in  the  PPP  for  placement  referral  to  other  DoD 
activities.  The  conditions  and  special  policies  regarding  the 

registration  of  both  categories  of  employees  follow. 

3.  Overseas  employees  evacuated  or  to  be  evacuated  for  military 
or  other  reasons  which  create  imminent  danger  to  life,  may  be 
registered  for  placement  assistance  under  the  PPP  upon  prior  approval 
of  the  Office  of  the  Assistant  Secretary  of  Defense  (Force  Management 
and  Personnel  (OASD( FM&P) ) .  The  appropriate  priority  for  such 
registration  will  be  determined  at  the  time  the  approval  is  granted. 

B.  DISPLACED  OVERSEAS  EMPLOYEES  -  Those  employees  who  are  scheduled 
for  involuntary  separation  or  demotion  by  RIF  or  who  decline  a 
functional  transfer  outside  the  commuting  area. 

1.  Registration  Eligibility.  Displaced  overseas  DoD  career/ 
career-conditional  employees  and  DoD  Excepted  Service  employees  with 

|  personal  career/career-conditional  status  are  eligible  for 
registration,  provided  they  are  scheduled  for  involuntary  separation 
or  demotion  by  RIF  or  they  decline  functional  transfer  outside  the 
commuting  area. 

2 .  Registration  (Duration  and  Condition) 

a.  Displaced  overseas  employees  scheduled  for  separation  will 
remain  in  the  PPP  until  placed,  declination  of  a  valid  offer,  exercise 
of  return  rights,  otherwise  deleted,  or  for  12  months  after  date  of 
separation,  whichever  occurs  first. 

b.  An  employee  scheduled  for  demotion  under  RIF  will  remain 
in  the  Program  until  placed,  declination  of  a  valid  offer,  exercise  of 
return  rights,  otherwise  deleted,  or  the  effective  date  of  the 
position  change,  whichever  occurs  first.  A  registrant  who  is 
scheduled  for  demotion  who  declines  the  demotion  and  is  separated,  may 
continue  in  the  Program  (in  the  existing  Priority)  for  12  months  after 
separation,  unless  otherwise  deleted. 
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c.  Displaced  overseas  employees  without  return  rights  at 
current  or  higher  grade,  who  return  to  the  United  States  after 
separation  without  a  placement  offer,  will  have  overseas  activities 
deleted  from  their  area  of  referral  by  the  registering  activity. 
Their  registration  will  be  continued  for  up  to  1  year  following  their 
separation  dates  for  locations  in  the  United  States  and  Puerto  Rico. 

d.  Displaced  overseas  employees  remaining  in  the  overseas 
area  after  separation  will  remain  in  the  PPP  for  up  to  1  year 
following  separation.  They  must,  however,  be  deleted  from  the  Program 
for  specific  overseas  activities  when  insufficient  time  within  the  5 
year  limitation  would  remain  to  complete  a  full  renewal  tour. 

e.  Displaced  overseas  registrants,  who  exercise  return 
rights,  are  to  be  deleted  from  the  PPP  with  Registering  Activity 
Report  Action  Code  11. 

3 .  Assignment  of  Priorities 


a.  Displaced  overseas  employees  will  be  assigned  referral 
priorities  in  accordance  with  the  severity  of  the  proposed  action.  If 
such  employees  can  still  complete  a  tour,  i.e.  a  specific  renewal 
tour,  they  can  be  registered  for  intratheater  referral  or  CONUS 
referral,  but  not  both.  If  such  employees  cannot  complete  a  tour, 
i.e.  a  specific  renewal  tour,  they  can  only  be  registered  for  CONUS 
referral  to  activities  within  the  zone  from  which  they  came  or  a  zone 
closer  to  the  overseas  area. 


b.  Basis  for  Registration  Eligibility 


employment . 

(1) 

RIF 

Separatee  without 

an  offer  of  continued 

(2) 

Transfer  of 

Function 

Decl inee . 

equivalent. . 

(3) 

RIF 

Demotee 

of  two  or 

more  GS  grades  or 

equivalent. 

(4) 

RiF 

Demotee 

less  than 

two  GS  grades  or 

Priority 

1 

2 

2 

3 


NOTE  1.  An  overseas  displaced  employee  who  is  demoted  less  than  two 
GS  grades  as  a  result  of  RIF  and  declines  the  demotion,  his/her 
priority  will  be  converted,  by  the  computer,  to  a  priority  2  during 
the  notice  period. 


NOTE  2.  An  overseas  displaced  employee  may  register  for  either 
referral  to  the  United  Suates  and  Puerto  Rico  or  to  Intra-theater ,  but 
not  both. 
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4. 


Authorized  Area  of  Referral 


a.  Employees  currently  in  foreign  areas,  who  are  not  serving 
under  an  agreement  to  return  to  the  United  States  and  who  become 
displaced,  may  register  for  referral  to  other  activities  within  the 
theater.  They  must  sign  an  agreement  (Appendix  H,  page  H-l)  to  return 
to  the  United  States,  upon  completion  of  one  renewal  tour,  at  the 
location  in  which  they  are  placed,  and  agree  to  register  for  return 
placement  to  the  United  States  6  months  in  advance  of  completing  the 
renewal  tour. 


b.  In  instances  in  which  a  registrant  initially  met  the  tour 
of  duty  requirements  for  a  given  activity  in  a  foreign  area  at  the 
time  of  registration,  but  because  of  time  lapse  no  longer  meets  tour 
requirements,  the  registering  activity  will  delete  the  activity  from 
the  area  of  referral  by  submission  of  DD  Form  1819,  File  Maintenance, 
to  DDSC . 


c.  Overseas  displaced  employees  with  return  rights  at  their 
current  or  higher  grade  are  not  eligible  for  registration  for  referral 
to  activities  in  the  United  States,  or  Puerto  Rico.  These  employees 
may  exercise  their  return  rights  or  may  register  for  intra-theater 
referral  at  grades  no  higher  than  their  current  level. 


d.  An  eligible  overseas  disp  >ceu  employee  without  return 
rights  at  his/her  current  or  higher  -d  may  be  registered  (under 
guidelines  of  Paragraph  B4h  below)  for  ref.-cral  either  to  activities 
in  the  United  States  and  Puerto  Rico,  or  the  current  overseas  theater 
(European,  Atlantic,  or  Pacific)  for  the  present  grade  and  lowest 
acceptable  grade  (subject  to  the  prohibition  against  registering  for 
more  than  three  General  Schedule  grades  or  the  equivalent  below 
cur  rent  grade )  . 


e.  An  eligible  overseas  displaced  employee  with  return  rights 
at  a  lower  grade  may  be  registered  (under  guidelines  of  Paragraph  B4h 
below)  for  referral  either  to  activities  in  the  United  States  and 
Puerto  Rico,  or  the  current  overseas  theater  for  the  present  grade  and 
lowest  acceptable  grade,  down  to  but  not  including  the  grade  to  which 
return  rights  exist  (subject  to  the  prohibition  against  registering 
for  more  than  three  General  Schedule  grades  or  the  equivalent  below 
current  grade ) . 


f.  An  eligible  overseas  displaced  employee,  whose  home  of 
record  is  Guam,  may  be  registered  for  referral  to  Guam  and  other 
activities  within  the  current  theater,  or  for  referraL  to  activities 
in  the  nearest  zone  in  the  United  States. 
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g.  Displaced  employees  in  Hawaii  may  be  registered  for 
referral  to  activities  in  the  Pacific  Theater  under  the  following 
conditions : 

(1)  If  the  registrant  signs  an  agreement  to  remain  at  the 
new  overseas  location  for  at  least  one  full  tour  of  duty. 


(2)  If  the  registrant  signs  an  agreement  to  return  to  the 
United  States  within  5  years  after  overseas  assignment. 

h.  Displaced  eligible  overseas  employees,  including  those  in 
Guam,  will  be  registered  for  referral  to  the  minimum  number  of 
activities  (either  in  the  U.S.  or  the  overseas  Theater,  but  not  both) 
likely  to  provide  a  job  opportunity.  If  registered  for  the  U.S., 
registration  can  be  for  activities  within  the  Zone  from  which 
recruited;  the  zone  in  which  last  resided;  or  the  Zone  closest  to  the 
overseas  activity.  If  registered  only  within  the  Theater, 
registration  can  be  for  activities  which  are  no  further  than  the  zone 
from  which  recruited  or  last  resided,  unless  authorized  by  the 
Component  Coordinator  for  component  activities  only.  Such  employees 
must  meet  all  other  conditions  of  eligibility  for  registration  and  be 
able  to  meet  the  tour  of  duty  requirements  for  each  overseas  activity, 
while  still  meeting  the  conditions  of  their  agreement  to  return  from  a 
foreign  area  within  5  years.  When  registering  such  employees,  the 
intra- theater  area  of  referral  must  reflect  individual  activities  and 
not  broad  country  selections.  Component  Coordinators  may  authorize 
expanded  area  of  referral  in  the  United  States  and  Puerto  Rico  for 
displaced  overseas  employees,  including  those  whose  home  of  record  is 
Guam . 


5 .  Special  policy  regarding  Displaced  Overseas  employees. 


a.  Displaced  overseas  employees  registered  in  the  PPP  who  are 
returning  to  the  United  States  and  are  entitled  to  continued 
registration  under  the  policies  contained  in  this  Chapter,  will  have 
their  registration  changed  to  provide  a  stateside  activity  as  the 
servicing  agent  during  the  remainder  of  their  registration 
entitlement.  To  accomplish  this  change,  the  following  procedures  will 
be  applied: 


(1)  The  overseas  civilian  personnel  office  will  select  a 
stateside  activity  to  serve  as  the  point  of  contact  and  maintain  the 
returning  employee's  PPP  registration.  The  selected  activity  will  be 
one  of  the  following: 
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|  (a)  Nearest  DoD  civilian  personnel  office  of  the 

same  component  in  the  vicinity  of  the  returning  employee's  stateside 
home  of  record. 


(b)  The  largest  DoD  activity  nearest  to  or  in  the 
vicinity  of  the  home  of  record,  if  a  component  activity  is  not  in  the 
vicinity . 


(2)  Just  prior  to  employee's  return,  the  overseas 
civilian  personnel  office  will  advise  DDSC,  via  message,  of  the 
selected  activity  and  proposed  date  servicing  should  take  effect.  At 
the  same  time,  provide  file  maintenance  to  change  home  address  to  the 
stateside  home  of  record.  When  the  employee  has  returned  to  the 
United  States,  the  overseas  civilian  personnel  office  will  transfer 
the  Official  Personnel  Folder  to  the  selected  servicing  stateside 
activity. 


(3)  The  overseas  civilian  personnel  office  will  advise 
the  selected  stateside  activity  of  the  departure  of  the  employee  from 
the  overseas  area.  The  overseas  activity  will  counsel  registrants  of 
their  responsibility  to  contact  the  stateside  activity  upon  arrival 
and  verify  the  address  and  telephone  number  where  they  may  be  reached 
when  a  placement  offer  is  tendered. 

(4)  The  stateside  activity  will  have  the  responsibility 
for  submitting  file  maintenance  to  keep  registration  data  current, 

|  relaying  the  placement  offer  to  the  registrant,  and  for  submitting  any 
appropriate  report  action. 

b.  When  a  transfer  of  function  occurs  at  the  employee's 
overseas  location  resulting  in  a  physical  move  to  another  location  in 
the  United  States  or  overseas,  the  employee  must  accept  transfer  of 
function  or  may  exercise  return  rights  or  may  register  in  the  PPP. 
Registration  is  limited  to  activities  located  nearer  to  the  overseas 
duty  location,  within  the  theater,  than  the  activity  to  which  the 
employee  has  trans fer-of-f unction  rights.  If  otherwise  eligible  for 
return-to-res idence  transportation,  the  employee  may  be  provided  such 
transportation  instead  of  accepting  the  position  offered  under  a 
functional  transfer.  The  question  of  whether  the  employee  has 
completed  the  required  tour  of  duty  does  not  apply. 

c.  Displaced  employees  overseas  accepting  placement  offers  at 
another  overseas  location  must  sign  an  agreement  with  the  gaining 
activity  to  serve  a  minimum  of  one  full  renewal  tour  (Appendix  H,  page 
H-2 ) .  If,  at  the  time  of  selection,  the  registrant  is  eligible  for 
and  desires  renewal  agreement  travel,  such  travel  will  be  granted  by 
the  releasing  activity  prior  to  the  effective  date  of  the  placement. 
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d.  Displaced  employees  who  are  being  placed  with  another 
component  overseas,  e.g..  Army  to  Air  Force,  will  retain  any  return 
rights  to  which  entitled. 

C.  NONDISPLACED  OVERSEAS  EMPLOYEES  -  Those  employees  who  complete  at 
least  a  one  year  tour  overseas  and  are  scheduled  to  return  to  the 
United  States. 


1.  Eligibility 


a.  Nondisplaced  overseas  DoD  career/career-conditional 
employees  and  DoD  Excepted  Service  employees  with  personal 
career/career-conditional  status  who  are  not  serving  under  an 
obligation  to  return  to  the  United  States,  or  who  are  satisfactorily 
completing  a  tour  of  duty  in  a  foreign  area  or  a  U.  S.  territory  or 
possession,  are  registered  at  their  option  in  the  PPP.  Eligibility 
and  time  of  registration  are  determined  on  the  basis  of  length  of 
overseas  tour  including  authorized  extensions,  proximity  of  the 
registrant's  tour  to  the  five  year  limitation  and  the  period  allowed 
for  program  consideration.  Assuring  timely  registration  is  the 
responsibility  of  the  registering  activity.  Employee  must  be 
available  for  registration  within  seven  work  days  after  notification 
that  the  tour  is  not  being  extended  or  be  subject  to  separation  if  no 
return  rights  exist,  or  if  return  rights  exist,  administrative  action 
to  exercise  return  rights  will  commence  and  DoD/PPP  registration 
eligibility  will  be  forfeited.  Under  no  circumstance  will  the  time  of 
registration  be  manipulated  to  allow  personal  job  shopping  at  one  or  a 
few  activities  (such  as  Hawaii  only)  where  the  opportunity  for 
placement  is  slight,  nor  to  allow  for  a  single  activity  registration 
that  is  calculated  to  coincide  with  an  anticipated,  specific 
vacancy.  Registration  guidelines  are  provided  in  paragraph  2  below. 

b.  Registration  of  nondisplaced  employees  with  return  rights 
to  the  same  or  higher  grade  requires  prior  approval  of  the  Component 
Coordinator . 


Registration  (Condition  and  Duration) 


a.  Nondisplaced  overseas  employees  completing  a  one-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  two  months 
before  the  end  of  the  tour. 
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b.  Nondisplaced  overseas  employees  completing  one  two-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  four  months 
before  the  end  of  the  tour.  Employees  completing  a  two-year  renewal 
agreement  travel  extension,  after  completion  of  an  initial  two-year 
tour,  may  register  six  months  prior  to  the  end  of  the  extension. 

c.  Nondisplaced  overseas  employees  completing  one  three-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  six  months 
before  the  end  of  the  tour.  Employees  completing  a  two-year  renewal 
agreement  travel  extension,  after  completion  of  an  initial  three-year 
tour,  may  register  six  months  prior  to  the  end  of  the  extension. 

d.  Nondisplaced  overseas  DoD  career/career-conditional 
employees  and  DoD  Excepted  Service  employees  with  personal 
career/career-conditional  status  who  are  not  serving  under  an 
obligation  to  return  to  the  United  States  may  be  registered  at  any 
time  under  the  guidelines  of  paragraph  4d  below. 

e.  Nondisplaced  overseas  employees  with  return  rights  to  a 
lower  grade  are  eligible  to  remain  in  the  Program  until  placed, 
declination  of  a  valid  offer,  renewal  of  their  agreement,  exercise  of 
their  return  rights,  or  directed  return,  whichever  occurs  first. 

f.  Nondisplaced  overseas  employees  without  return  rights, 
completing  an  overseas  tour,  are  eligible  to  remain  in  the  Program 
until  placed,  declination  ot  a  valid  offer,  renewal  of  their 
agreement,  or  directed  return,  whichever  occurs  first. 

g.  Nondisplaced  overseas  employees  who  are  not  serving  under 
a  return  transportation  agreement  are  eligible  to  register  when 
completing  one  standard  tour  at  their  overseas  location.  Registration 
will  be  accomplished  under  the  guidelines  of  C2a,  b  and  c  above. 
Earlier  registration  will  not  be  permitted. 

h.  Nondisplaced  overseas  employees  who  cancel  their 
registration  prior  to  placement  may  not  be  re-registered  without 
Component  Coordinator  approval. 

i.  Nondisplaced  overseas  registrants  who  exercise  return 
rights  are  to  be  deleted  from  the  PPP  30  days  prior  to  the  established 
date  of  their  departure  from  the  overseas  area. 

j.  Nondisplaced  employees  must  be  deleted  from  the  program  if 
their  overseas  tours  are  extended. 
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3 .  Assignment  of  Priorities 

a.  Nondisplaced  overseas  employees,  regardless  of  return 
obligation  or  number  of  tours,  will  be  registered  as  priority  2  for 
referral  within  component.  Such  registrants  will  be  Priority  3  for 
referral  to  all  other  DoD  components.  (For  eligible  employees  whose 
stateside  position  is  abolished,  see  below.) 

b.  Basis  for  Registration  Eligibility  (Priority  2) 

(1)  Any  eligible  employee  completing  one  or  more  overseas 
tours,  except  eligible  family  members  and  employees  whose  stateside 
position  is  abolished  and  their  return  would  initiate  a  RIF 
(separation/demotion).  (Priority  two  (2)  for  component  only,  employee 
will  be  referred  as  a  priority  three  (3)  to  other  components.) 

(2)  Employee  completing  one  or  more  overseas  tours  whose 
stateside  position  is  abolished  and  return  would  initiate  RIF 
(separation/demotion).  (Employee  will  be  referred  as  a  priority  two 
(2)  to  all  components.)  An  A  will  be  entered  in  element  (48)  on  DD 
Form  1817  if  the  stateside  position  has  been  abolished. 

(3)  Employee  in  Alaska  and  Hawaii  serving  under  an 
employment  agreement.  (May  be  registered  for  component  only.) 

NOTE  1.  An  employee  with  return  rights  at  present  or  higher  grade 
requires  Component  Coordinator  approval  to  register  and  referral  is 
limited  to  own  component. 

NOTE  2.  The  separation  date  (element  44)  and  release  date  (element 
45)  will  be  left  blank  for  all  nondisplaced  registrations  (except  for 
the  Overseas  Family  Member  Employee). 

4.  Authorized  Area  of  Referral 


a.  Nondisplaced  employees  will  normally  be  registered  for 
referral  to  the  minimum  number  of  activities  likely  to  provide  a  job 
opportunity  within  the  zone  from  which  recruited,  last  resided 
preceding  overseas  service,  or  within  a  Zone  closer  to  the  overseas 
activity  but  no  further  than  the  stateside  location  from  which 
recruited  or  last  resided  unless  approved  by  the  Component  Coordinator 
for  component  activities  only.  Component  Coordinators  may  authorize 
an  expanded  area  of  referral  in  the  United  States  and  Puerto  Rico. 
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b.  A  nondisplaced  employee,  whose  home  of  record  is  Guam  and 
who  completes  an  overseas  tour,  is  eligible  for  PPP  registration  to 
Guam  and  the  CONUS  Zone  nearest  to  the  present  foreign  area  assignment 
location. 

c.  A  nondisplaced  employee  whose  home  of  record  is  in  the 
United  States,  with  transportation  agreement  to  the  United  States  and 
who  went  from  Guam  to  another  overseas  tour,  has  registration 
eligibility  to  the  United  States  only. 

d.  Nondisplaced  overseas  employees  under  no  obligation  to 

return  to  the  United  States  may  be  registered  in  the  Program  for 
individual  DoD  activities  or  broader  area,  as  required  by  component 
regulations,  and  are  to  be  registered  with  no  separation/release 
dates.  However,  such  employees  who  decline  a  valid  offer  will  be 
removed  from  the  Program.  They  will  be  ineligible  to  reregister  for  a 
period  of  12  months,  unless  subsequently  adversely  affected  by  RIF  or 
transfer  of  function.  A  second  declination  will  result  in 

ineligibility  for  further  registration,  unless  approved  by  the  Zone 
Coordinator.  Under  no  circumstance  will  these  nondisplaced  overseas 
employees  be  permitted  to  register  in  the  Program  if  they  are  not 
available  for  placement. 

e.  Nondisplaced  employees  may  not  be  registered  for  referral 
to  foreign  areas. 

f.  Nondisplaced  employees  serving  under  rotation  agreement  in 

Alaska  or  Hawaii  may  be  registered  for  placement  consideration  in  the 
CONUS,  within  component  only.  NOTE:  Local  hire  nondisplaced 

residents  of  Hawaii,  Alaska,  Guam,  Puerto  Rico,  and  other  U.  S. 
territories  are  not  eligible  for  registration. 

g.  Any  nondisplaced  overseas  employee  who  has  return  rights 
at  present  or  higher  grade  to  a  position  which  has  not  been  abolished 
may  be  registered  for  placement  consideration  at  activities  within 
component  only  if  the  Component  Coordinator  determines  that,  because 
of  unusual  circumstances,  an  effort  should  be  made  to  place  the 
employee  in  a  position  other  than  the  one  to  which  return  rights 
exist . 


5 .  Special  Policy  Regarding  Nondisplaced  Overseas  Employees 

a.  Unless  otherwise  covered  in  preceding  paragraphs, 
nondisplaced  overseas  registrants  are  deleted  from  the  Program  at  the 
time  their  employment  terminates. 
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b.  Nondisplaced  overseas  employees  with  return  rights  at 
lower  than  current  grade  may  be  registered  in  the  Program  (subject  to 
the  prohibition  against  registering  for  more  than  three  grades  below 
current  grade)  for  grades  down  to  but  not  including  the  grade  to  which 
return  rights  apply. 

c.  The  registration  of  nondisplaced  overseas  employees 
serving  under  a  5-year  limitation  may  be  continued  beyond  6  months 
after  the  5-year  limitation  date,  or  authorized  extension,  but  only  if 
the  registration  is  amended  to  include  an  expanded  area,  up  to  CONUS- 
wide,  that  is  likely  to  provide  placement  opportunity.  An  employee 
unwilling  to  expand  registration  as  determined  by  component  policy, 
may  be  expected  to  exercise  return  rights,  if  applicable,  or  may  be 
subject  to  separation. 

d.  A  nondisplaced  employee  may  not  register  in  the  PPP  for  6 
months  following  a  permanent  promotion,  except  when  the  promotion 
resulted  from  the  application  of  new  or  revised  position 
classification  standards  or  the  correction  of  a  classification 
error.  A  current  registrant  who  is  promoted,  other  than  on  a 
temporary  basis,  will  be  deleted  from  the  PPP. 

e.  Nondisplaced  overseas  employees  completing  one  or  more 
tours  and  the  positions  to  which  they  have  return  rights  are  abolished 
and  their  return  would  initiate  a  RIF,  resulting  in  a  separation  or 
demotion  at  the  stateside  activity  where  return  rights  exist,  have  the 
following  options: 

(1)  Priority  2  registration  across  component  lines  at  the 
current  grade  or  the  grade  to  which  return  rights  exist,  whichever  is 
higher;  or 


(2)  Exercise  return  rights. 

NOTE:  Registration  under  this  provision  is  subject  to  the  same  time 
constraints  set  forth  in  paragraph  C  2  a  through  c  above  and  the 
limitation  set  forth  in  Chapter  3,  paragraph  B  8  to  three  GS  grades  or 
equivalent  below  the  highest  grade. 

f.  Eligible  DoD  nondisplaced  employees  of  the  DoD  Dependents 
School  System,  Joint  and  Unified  Commands,  and  International 
Organizations  have  the  option  of  registering  in  the  PPP  as  employees 
of  the  servicing  component  (Army,  Navy  or  Air  Force)  or  under 
component  code  D  for  other  DoD  activities,  as  indicated  in  Appendix 
C.  Once  the  employee  has  exercised  this  option,  he  or  she  cannot 
later  file  maintain  or,  in  effect,  change  the  component  designation. 
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D.  SPECIAL  POLICY  REGARDING  BOTH  DISPLACED  AND  NONDISPLACED  OVERSEAS 
EMPLOYEES 

1.  A  displaced  or  nondisplaced  overseas  employee  who,  prior  to 
1  September  1977,  accepted  a  lower  grade  to  go  overseas  from  a  DoD 
position  without  return  rights  at  the  higher  grade,  and  who  has  not 
been  repromoted  to  that  grade  while  employed  overseas,  may  be 
registered  for  the  grade  level  held  immediately  preceding  the  overseas 
service.  Overseas  DoD  employees  who,  prior  to  1  September  1977,  were 
demoted  to  a  lower  grade  without  personal  cause  while  employed 
overseas,  and  who  remained  overseas,  may  be  registered  for  the  grade 
from  which  demoted. 

a.  The  area  of  referral  at  the  higher  grade  is  limited  to 
activities  in  the  United  States  and  Puerto  Rico  (and  Guam  for  those 
whose  home  of  record  is  Guam) .  Placement  at  the  higher  grade  level 
will  be  treated  as  an  exception  to  the  merit  promotion  procedures. 

b.  The  policy  of  permitting  registration  at  grades  higher 
than  current  grade  is  not  applicable  to  those  employees  who  have  gone 
overseas  after  1  September  1977,  nor  to  those  who  have  received  a 
demotion  overseas  after  1  September  1977. 

2.  When  a  function  with  which  an  employee  who  has  overseas  return 
rights  was  associated  at  the  time  of  departure  for  overseas  duty  is 
transferred  to  another  activity  and  if  the  employee  would  have  been 
transferred  under  the  provisions  of  the  Office  of  Personnel  Management 
(OPM)  and  this  manual  if  he  had  not  been  assigned  overseas,  the 
gaining  activity  shall  assume  the  obligation  to  restore  the  employee. 
If  the  employee  would  not  have  been  transferred  with  the  function,  the 
losing  component  shall  retain  the  responsibility  to  extend  the 
employee  the  rights  to  which  entitled. 

3.  When  an  overseas  employee’s  stateside  job  to  which  return 
rights  exist  is  functionally  transferred  to  another  geographic  area, 
the  employee,  whether  displaced  or  nondisplaced,  may  decline  to 
exercise  return  rights  to  any  grade  and  be  registered  in  the  PPP  for 
placement  in  the  stateside  geographic  area  from  which  the  function  was 
transferred.  At  the  time  of  registration,  the  overseas  CPO  will  (a) 
obtain  a  written  statement  from  the  employee  specifying  that  the 
employee  does  not  desire  to  exercise  return  rights  to  the  new  location 
and  (b)  notify  the  stateside  activity  to  which  the  employee  had  return 
rights  that  the  employee  has  relinquished  this  right. 
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E.  STOPPER  LIST  AND  REFERRAL  RESUMES 

1.  Each  "A"  coded  overseas  civilian  personnel  office  assigned  an 
activity  code  will  receive  a  biweekly  Stopper  List  applicable  only  to 
the  receiving  activity. 

2.  The  first  page  of  the  Stopper  List  contains  the  four-character 
activity  code  and  the  address  of  the  receiving  activity.  The  second 
and  succeeding  pages,  identified  as  Part  I,  reflect  positions  by  pay 
group,  series,  title,  option  codes(s)  if  any,  grade  and  priority  of 
personnel  registered  in  the  PPP  who  have  selected  the  activity.  Part 
II  will  contain  the  resumes  of  the  registrants  whose  skills  are 
reflected  in  Part  I.  The  resumes  are  listed  in  order  of  the  priority 
of  the  registrants  -  all  Priority  1  registrants  listed  first,  then  all 
Priority  2,  and  then  Priority  3  registrants. 

3.  In  order  to  apply  the  Stopper  List,  vacancies  in  continuing 
uncommitted  positions  must  be  matched  against  the  skills  shown  on  the 
Stopper  List. 

a.  If  a  match  occurs,  offers  must  be  made  in  the  order  of  the 
priorities  of  the  registrant ( s )  having  the  skill. 

b.  Within  the  same  priority  groupings,  offers  will  be  made 
after  considering  such  factors  as  registrant  qual i f ications , 
geographic  area,  owning  component  and  costs. 

4.  A  Stopper  List  with  accompanying  resumes  will  be  applied 
against  vacancies  until  a  subsequent  Stopper  List  is  received. 

a.  Each  new  Stopper  List  will  be  applied  against  all  existing 
vacancies.  If  an  offer  of  a  position  has  been  made  to  a  registrant 
referred  by  a  previous  Stopper  List,  the  subsequent  Stopper  List  will 
not  be  applied  unless  the  registrant  to  whom  the  offer  was  made  is  not 
available.  If  the  registrant  is  not  available,  subsequent  resumes 
will  be  applied  and  offers  made  to  the  referred  registrants,  if 
required,  by  reason  of  their  priority. 

b.  Under  no  circumstance  will  a  commitment  to  a  registrant  be 
withdrawn  without  prior  approval  of  the  Zone  Coordinator. 

5.  PPP  registrants  referred  to  overseas  activities  will  not 
displace  employees  serving  under  overseas  limited  appointments,  nor 
dependents  of  military  and  civilian  employees  who  are  serving  under 
time  limited  appointments.  However,  Priority  1  and  2  registrants  will 
displace  other  temporary  appointees,  temporary  promotees,  and 
reemployed  annuitants,  (except  trial  retirement  annuitants),  occupying 
continuing  positions. 
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6.  In  Guam,  vacancies  will  be  filled  by  locally  available 
qualified  United  States  citizens  without  regard  to  Stopper  List 
referrals,  except  when  the  following  are  also  available: 

a.  Displaced  PPP  registrants  of  activities  in  Guam,  or 

b.  Displaced  PPP  registrants  in  any  theater  whose  home  of 
record  is  Guam,  or  who  last  resided  in  Guam. 

c.  Any  nondisplaced  overseas  returnees  whose  home  of  record 

is  Guam. 

P.  PAYMENT  OF  TRANSPORTATION  EXPENSES  FOR  OVERSEAS  REGISTRANTS 

1.  Payment  of  transportation  and  moving  expenses  of  registrants 
placed  in  overseas  areas  will  be  in  accordance  with  Chapter  1,  Volume 
2,  of  the  Joint  Travel  Regulations. 

2.  When  a  registrant  is  placed  within  a  Defense  component,  e.g., 
between  Army  activities,  the  releasing  activity  will  pay  necessary 
costs  incident  to  the  registrant's  move. 

3.  When  a  registrant  is  placed  in  a  different  component  within 
foreign  areas,  e.g.,  from  an  Army  activity  to  a  Navy  activity,  the 
gaining  activity  will  pay  necessary  costs  incident  to  the  registrant's 
move.  (Gaining  activities  must  pay  such  costs  because  of  the 
statutory  limitation  in  5  US  Code,  Chapter  57,  Section  5724(e), 
relating  to  transfers  between  components.)  In  placements  to  non- 
foreign  areas,  the  losing  activities  will  pay  necessary  costs. 

4.  A  displaced  employee,  not  serving  under  a  transportation 
agreement,  who  is  placed  through  the  PPP  in  a  position  within  the 
overseas  theater  involving  relocation  is  eligible  for  a  transportation 
agreement,  and  thereby  entitled  to  return  travel  to  the  United  States, 
and  transportation  and  other  related  allowances. 

5.  When  reimbursement  for  temporary  quarters  and  miscellaneous 
expenses  cannot  be  authorized  by  the  losing  activity  under  the  Joint 
Travel  Regulations,  such  costs  are  to  be  borne  by  the  gaining  activity 
when  an  employee  is  placed  with  the  gaining  activity  under  the  PPP 
from  an  overseas  assignment.  (Reference  JTR,  Volume  II,  Paragraph 
CIO 52 .  ) 
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G.  NONDiS PLACED  OVERSEAS  FAMILY  MEMBER  EMPLOYEES 


1.  Eligibility.  Nondisplaced  employees  in  Alaska  and  Hawaii  and 
outside  the  United  States  serving  with  career/career-conditional 
status,  former  employees  with  personal  competitive  status  who  were 
employed  during  their  current  overseas  tour  within  ninety  days  prior 
to  their  return  to  the  United  States,  and  nondisplaced  excepted 
employees  with  personal  career/career-conditional  status,  who  are 
family  members  of  DoD  personnel  or  Panama  Canal  Commission  personnel, 
may  be  registered  for  placement  in  the  United  States.  Conditions 
under  which  registration  is  authorized  are  that  the  sponsor  has 
received  official  notification  that:  he/she  is  receiving  another 

active  duty  assignment  in  the  U.  S.  ;  he/she  is  receiving  another 
assignment  to  another  overseas  location  where  family  members  are  not 
permitted;  he/she  is  being  involuntarily  separated  from  his/her 
overseas  post  of  duty  through  no  fault  of  his/her  own;  he/she  is 
retiring  or  being  otherwise  separated;  he/she  is  being  evacuated  from 
the  overseas  area.  Family  members  who  become  their  own  sponsor  or 
subject  to  an  overseas  employment  rotation  agreement,  who  are  eligible 
for  PPP  registration,  may  be  registered  in  the  PPP  using  the  standard 
criteria. 


NOTE:  Family  members  of  Panama  Canal  Commission  personnel  will  be 
treated  the  same  as  family  members  of  DoD  personnel  even  though  it 
would  appear  they  have  registration  eligibility  in  their  own  right. 


a.  The  overseas  civilian  personnel  office  will  complete 
DD  Form  1817,  Reg i stration ,  using  a  United  States  activity  as 
selected  servicing  CPO.  The  activity  will  be  selected  using 
following  criteria: 


the 

the 

the 


(1)  The  servicing  DoD  activity  where  the  sponsor  is 

reass igned . 

(2)  The  nearest  servicing  DoD  activity  of  the  same 
component  in  the  vicinity  of  the  newly  assigned  location  of  sponsor, 
or  home  of  record,  if  going  to  home  of  record. 

(3)  The  largest  servicing  DoD  activity  in  the  vicinity  of 
the  newly  assigned  location  of  sponsor,  or  home  of  record. 

b.  In  the  Special  Qualifications  spaces,  enter  the  overseas 
activity  code  followed  by  ''Overseas  Family  Member." 

c.  The  high  grade  for  any  skill  cannot  exceed  the 
registrant's  current  grade  level. 
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d.  The  total  period  of  registration  may  not  exceed  1  year. 

(1)  The  Separation  Date  or  Effective  Date,  Element  (44), 
will  be  the  beginning  date  of  the  registrant's  LWOP  period. 

(2)  The  Release  Date,  Element  (45),  will  be  1  year  from  * 
the  date  LWOP  begins. 

e.  The  area  of  referral  will  be  limited  to  those  activities 
within  the  commuting  area  of  the  sponsor's  new  assignment,  or  the 
family  member's  home  of  record. 

f.  The  overseas  activity  will  counsel  family  members  of  their 
responsibility  to  present  the  DD  Form  1817,  Registration,  to  the 
selected  stateside  activity's  CPO.  Overseas  CPOs  registering  eligible 
family  member  employees  in  the  PPP  will  provide  the  registrant  with  a 
completed  SF-75,  Request  for  Preliminary  Employment  Data,  or  * 
equivalent,  which  the  individual  will  hand  carry  to  the  stateside 
servicing  CPO  along  with  the  DD  Form  1817. 


g.  The  stateside  activity  will  be  responsible  for: 


(1)  Verifying  all  information  contained  on  the  form  is 
accurate.  (CPO  signature  is  required  on  all  DD  Forms  1817  submitted 
through  mail ) . 


(2)  submitting  by  BBS  or  mail  the  registration  form  to 
DDSC  for  computer  processing, 

(3)  submitting  file  maintenance,  to  keep  registration 
data  current,  and 

(4)  submitting  the  appropriate  report  actions.  The 
registrant  will  automatically  be  deleted  from  the  Program  at  the  end 
of  the  1  year  period  as  coded  in  Element  (45)  on  the  Registration  * 
Form,  unless  previously  placed  or  otherwise  deleted  from  the  Program. 


h.  Gaining  stateside  CPOs  will  immediately  send  a  copy  of  the 
SF  50  affecting  the  placement  action  to  the  losing  overseas  activity. 


2.  EO  12362  Eligibles.  Nondisplaced  family  member  employees 
working  outside  the  United  States,  serving  on  appropriated  fund 
positions  under  local  hire  appointments,  or  former  employees  who  are 
family  members  of  DoD  personnel  and  meet  the  appointment  eligibility 
of  EO  12362,  as  amended,  may  be  registered  for  placement  in  the  United 
States . 


r  ^ 

^  A 
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a.  The  overseas  CPO  will  complete  the  documentation  required 
under  EO  12362  and  the  DD  1817  Registration  and  select  a  US  activity 
as  outlined  in  Gla  above. 

b.  In  the  Special  Qualification  spaces,  enter  the  overseas 
activity  code  followed  by  "EO  12362  eligible." 

c.  All  other  provisions  of  Chap  6,  Para  G  apply,  except  that 
the  separation  Date,  Element  44,  will  be  the  family  member's  date  of 

«  registration.  The  Release  Date,  Element  45,  will  be  1  year  after  the 
Separation  Date. 

3.  Assignment  of  Priority  -  Eligible  nondisplaced  overseas  family 
member  employees  will  be  registered  as  Priority  3. 

H.  EXCEPTED  -  INDEFINITE  FAMILY  MEMBER  EMPLOYEES 


1.  Overseas  Family  Member  employee  serving  on  a  non  temporary 
(including  Excepted-Indef inite )  appropriated  fund  appointment  whose 
military  or  civilian  sponsor  is  affected  by  base  closure  or  severe 
personnel  reduction  at  an  overseas  installation,  can  register  in  the 
DoD  Priority  Placement  Program  as  a  Priority  3,  for  referral  to 
activities  within  the  commuting  area  of  the  sponsor's  new  overseas 
duty  assignment.  Registration  must  be  for  activities  within  the 
overseas  theater  and  may  NOT  be  stateside  activities.  The  Family 
Member  can,  if  eligible  on  the  basis  of  his/her  own  displacement,  be 
registered  under  the  normal  provisions  of  the  PPP,  at  a  higher 
priority,  based  on  the  severity  of  the  action.  The  following  specific 
conditions  apply  to  this  special  registration  authority: 

a.  Referral  will  be  to  DoD  activities  in  the  commuting  area 
of  the  sponsor's  new  duty  location  and  across  component  lines. 

b.  Eligible  Family  Member  employees  will  be  registered  for  a 
maximum  period  of  1  year  from  the  date  of  registration.  This 
eligibility  is  applicable  whether  the  employee  is  or  is  not  on  leave 
without  pay.  Registration  will  be  accomplished  within  7  working  days 
after  arrival  at  the  sponsor's  new  duty  station. 

2.  Registration  Responsibilities. 

a.  The  registering  activity  will  be  the  activity  at  which  the 
sponsor's  new  servicing  Civilian  Personnel  Office  is  located.  If  the 
sponsor's  servicing  CPO  is  not  within  the  commuting  area  of  the  duty 
location,  then  the  employee  may  register  with  any  DoD  CPO  within 
his/her  commuting  area,  with  preference  to  a  CPO  of  the  same 
component. 
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b.  The  releasing  (losing)  activity  will  complete  the 
registration  form,  DD  Form  1817,  in  accordance  with  Chapter  8  of  this 
manual.  The  following  elements  will  be  left  blank;  03,  44,  45  and 
64.  Element  42  is  to  be  annotated  with  "Excepted  -  Indefinite  Family 
Member." 


c.  The  Family  Member  will  handcarry  the  partially  completed 
DD  Form  1817  to  the  new  servicing  Civilian  Personnel  Office. 

d.  The  registering  activity  Civilian  Personnel  Office  will 
complete  the  DD  Form  1817,  i.e.,  elements  03,  44,  45  and  64,  and 
forward  the  completed  form  to  the  Defense  Data  Support  Center,  1507 
Wilmington  Pike,  Dayton,  OH  45444-5310. 

3.  Stopper  List  and  Referral  Resumes.  For  details  on  how  Stopper 
Lists  and  referral  resumes  will  be  issued ,  see  Chapter  6,  para.  E  in 
this  manual. 

4  Except  as  modified,  herein,  the  provisions  set  forth  in  this 
manual  apply  to  the  registration  and  referral  of  these  Family  Members 
at  overseas  locations. 
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OVERSEAS  EMPLOYMENT  PROGRAM 

(Program  B) 


A.  PURPOSE 


The  Overseas  Employment  Program  (OEP)  provides  a  source  of  fully 
qualified  applicants  for  vacancies  at  DoD  overseas  activities. 
Registration  in  the  OEP  is  open  to  certain  current  and  former  Federal 
employees.  The  program  is  operated  as  an  adjunct  to  the  Priority 
Placement  Program  and  utilizes  the  same  registration,  file 
maintenance,  report  action,  and  requisitioning  procedures  as  that 
program. 

B.  LOCATIONS  AND  POSITIONS  COVERED 


This  program  is  applicable  only  to  the  geographical  locations  and 
position  categories  included  on  the  OEP  Acceptance  List  and  the 
Positive  Recruiting  List. 

1.  Positions  listed  on  the  Acceptance  List  are  those  identified 
by  the  Components  as  projected  vacancies  which  may  be  available  on  a 
recurring  basis  during  the  coming  year,  or  which  are  normally 
difficult  to  fill  when  vacant.  Some  of  the  positions  listed  will  be 
available  for  registration  only  for  employees  of  the  component  having 
the  position.  These  positions  will  be  identified  by  an  "N"  in  the 
column  headed  "CONSID".  (This  means,  "No,  the  Component  will  not 
consider  employees  of  other  components)  The  component  having  the 
position  will  be  identified  under  the  column  headed  "COMP".  ("A"  for 
Army,  "F"  for  Air  Force,  "N"  for  Navy,  "S"  for  DLA)  Positions 
identified  by  a  "Y"  in  the  column  headed  "CONSID"  will  be  available  to 
all  registrants,  regardless  of  the  component  having  the  position.  The 
Acceptance  List  is  normally  updated  annually. 

2.  Positions  listed  on  the  Positive  Recruiting  List  represent 
actual  vacancies  for  which  fewer  than  ten  candidates  were  available  in 
the  OEP  inventory  when  a  vacancy  requisition  was  submitted  by  an 
authorized  recruiting  office.  Positions  remain  on  the  Positive 
Recruiting  List  until  10  registrants  are  referred,  or  90  days  have 
elapsed  since  the  position(s)  was  placed  on  the  list,  or  the 
requisition  is  canceled  by  the  recruiting  component,  whichever  occurs 
first.  Registrations  will  be  accepted  for  these  positions  only  while 
they  are  on  the  list,  unless  the  same  position(s)  also  appears  on  the 
current  Acceptance  List.  Symbols  are  used  on  the  Positive  Recruiting 
List  to  explain  certain  conditions.  The  pound  sign  (#)  indicates  that 
the  component  will  consider  registrants  from  all  applicable  sources. 
The  asterisk  (*)  indicates  the  position  does  not  appear  on  the  current 
Acceptance  List  and  it  is  not  to  be  added  to  that  list,  since  it 
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represents  a  one-time  recruiting  need.  The  plus  sign  {  +  )  indicates 
that  the  position  does  not  appear  on  the  current  Acceptance  List  but 
it  is  to  be  added  to  that  list  and  registrations  will  continue  to  be 
accepted  for  that  position  after  it  is  removed  from  the  Positive 
Recruiting  List.  A  new  Positive  Recruiting  List  is  issued  every  two 
weeks . 

3.  Applicants  may  be  registered  for  up  to  three  skills  and  only 
for  those  positions,  grade  levels  (high  and  low  grades),  options  (if 
any)  and  countries  indicated  on  either  list.  The  high  and  low  grade 
for  which  registered  must  be  within  the  span  of  grades  listed  for  the 
skills . 

C.  REGISTRATION  GUIDELINES 

1.  Candidates  currently  employed  within  the  Department  of 
Defense,  who  meet  all  eligibility  requirements  for  registration,  will 
be  registered  by  the  candidates'  servicing  civilian  personnel  office. 

2.  Candidates  employed  by  other  Federal  agencies  and  those  not 
currently  in  the  Federal  service  but  who  have  reinstatement 
eligibility  will  be  registered  by  the  DoD  civilian  personnel  office  at 
which  they  make  application  for  the  Program.  They  will  be  registered 
ONLY  for  those  skills  -  pay  group,  series,  grades,  options  (if  any)  - 
and  countries  on  either  the  current  OEP  Acceptance  List  or  current 
Positive  Recruiting  List  for  which  they  are  fully  qualified  and  which 
are  identified  as  being  available  to  all  registrants,  regardless  of 
component  designation.  (See  Paras  Bl  and  2  above) 

3.  Current  employees  of  the  Department  of  Defense  may  be 
registered  for  any  skill  -  pay  group,  series,  grades,  options  (if  any) 
-  and  country  listed  by  their  component  on  either  the  current  OEP 
Acceptance  List  or  current  Positive  Recruiting  List  for  which  they  are 
fully  qualified  and  for  skills  listed  by  other  components  on  either 
list  which  are  identified  as  being  available  to  all  registrants, 
regardless  of  component  designation.  (See  Paras  Bl  and  2  above) 

4.  Registrants  for  positions  appearing  only  on  the  Positive 
Recruiting  List  whose  skill(s)  -  pay  group,  series,  grade(s), 
option(s)  (if  any)  -  and/or  area  of  referral  are  no  longer  valid,  will 
be  removed  from  the  Overseas  Employment  Program  by  computer  at  the 
Defense  Data  Support  Center  after  the  position  is  removed  from  the 
Positive  Recruiting  List.  A  Resume  Release  Listing  indicating  that 
the  registrant  was  removed  because  of  invalid  skills  will  be  forwarded 
to  the  registering  activity.  Registrants  for  positions  appearing  only 
on  the  Positive  Recruiting  List,  as  well  as  positions  appearing  on  the 
current  Acceptance  List,  will  have  their  resumes  file  maintained  by 
computer  at  the  Defense  Data  Support  Center  to  remove  any  invalid 
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skills  and/or  countries  after  such  positions  are  removed  from  the 
Positive  Recruiting  List.  A  new  resume  audit  showing  the  registrant's 
current  resume  data  and  indicating  that  it  was  file  maintained  by  the 
Defense  Data  Support  Center  will  be  forwarded  to  the  registering 
activity. 

D.  ELIGIBILITY  FOR  REGISTRATION 


1.  The  following  persons,  residing  in  the  United  States.  Puerto 
Rico,  or  Guam,  and  who  have  reached  their  18th  birthday,  are  eligible 
for  registration: 

a.  Current  Federal  career  or  career-conditional  employees  and 
excepted  employees  having  personal  career  or  career-conditional 
status . 


b.  Former  Federal  employees  eligible  for  reinstatement  into 
the  competitive  service. 

c.  Current  employees  in  Guam,  Puerto  Rico,  Hawaii  and  Alaska 
serving  under  a  transportation  agreement.  However,  these  employees 
must  either,  (1)  complete  their  first  tour  of  duty,  or  (2)  complete  at 
least  one  year  of  their  current  tour,  following  reemployment  leave 
travel,  before  they  are  eligible  for  registration  in  the  OEP. 

2.  The  following  persons  are  not  eligible  for  registration  in  the 

OEP: 

a.  Persons  residing  in  a  foreign  country. 

b.  Reemployed  annuitants  or  former  Federal  employees  who  are 
receiving  an  annuity  based  on  optional  retirement. 

E.  SPECIAL  REQUIREMENTS 

1.  Registrants  must  be  available  for  overseas  assignment  within 
30  days  after  acceptance  of  an  offer. 

2.  Selected  registrants  will  be  required  to  sign  an  agreement  to 
remain  at  the  overseas  location  for  at  least  one  full  tour  of  duty. 

3.  Registrants  selected  for  employment  in  a  foreign  area  will  be 
required  to  sign  an  agreement  to  return  to  the  United  States  within  5 
years  after  overseas  employment  begins. 

4.  Selected  registrants  who  are  members  of  the  National  Guard  or 
Reserve  Forces  will  be  required  to  obtain  a  written  release  from  their 
unit . 
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5.  Registrants  who  are  unable  or  unwilling  to  travel  by 
Government  aircraft  and/or  nonscheduled  commercial  airlines  will  not 
normally  be  eligible  for  selection  at  most  overseas  locations. 

6.  Current  Federal  employees  will  not  be  registered  or  re¬ 
registered  into  the  program  within  one  year  after  appointment, 
transfer,  or  permanent  change  of  station  into  their  present  employment 
without  the  concurrence  of  the  servicing  civilian  personnel  office. 

F.  REGISTERING  ACTIVITY  PROCEDURES 


Civilian  personnel  offices  at  DoD  activities  will  be  responsible 
for  the  following: 

1.  Publicizing  the  Overseas  Employment  Program  on  a  continuing 
basis  in  appropriate  activity  publications  and  other  local  media. 

2.  Providing  an  informational  service  to  the  workforce,  including 
remote  serviced  activities,  to  reinstatement  eligibles,  and  to 
employees  of  non-DoD  Federal  agencies.  Relevant  information  would 
include  overseas  locations  and  the  kinds  of  positions  available  and 
for  which  registration  is  acceptable. 

3.  Responding  to  inquiries  from  and  providing  registration 
assistance  to  potential  OEP  registrants. 

4.  Determining  applicants'  qualifications  and  suitability  for 
registration  in  the  OEP,  as  follows; 

a.  Identify  those  skills  on  the  current  Acceptance  List  or 
Positive  Recruiting  List,  if  any,  for  which  applicants  are  fully 
qualified  under  applicable  Office  of  Personnel  Management 
qualification  standards. 

b.  Obtain  sufficient  information  to  determine  if  applicants 
should  be  recommended  for  an  overseas  assignment.  Questionable 
behavior,  performance,  or  past  misconduct  are  sufficient  grounds  for 
disqualifying  an  applicant.  There  should  be  a  clear  indication  that 
an  applicant  has  the  ability  to  (1)  work  as  part  of  a  team,  (2)  adjust 
quickly  and  easily  to  changing  conditions,  and  (3)  appears  to  be 
emotionally  stable. 

c.  Disqualify  any  applicant  who  may  be  lacking  in  any  way  in 
meeting  full  technical  qualifications  or  who  is  a  known  questionable 
risk  with  respect  to  suitability.  Inform  the  applicant  of  his/her 
ineligibility  and  terminate  further  action  on  the  case.  Maintain 
documentation  which  supports  the  ineligible  determination. 


7-4 


DoD  1400 . 20-1-M 


(Chap  7,  Para  F5) 


5.  Obtaining  remaining  registration  data,  enter  on  registration 
form,  and  submit  to  DDSC. 

6.  Processing  or  assisting  in  processing  registrants  selected  for 
overseas  assignment. 

7.  Notifying  DDSC  of  each  placement  effected  by  submitting  the 
required  Report  Action  (see  Chapter  11). 

8.  Advising  each  registrant  at  the  end  of  the  eleventh  month  of 
registration  (upon  receipt  of  Update  Notification  from  DDSC)  that 
registration  will  be  terminated  unless  the  registrant  wishes  to  remain 
in  the  Program  for  an  additional  year.  Submit  updated  DD  Form  1819, 
File  Maintenance,  with  additional  experience  or  training  acquired 
during  the  preceding  year.  If  no  data  has  changed,  complete  any 
element  of  DD  Form  1819  and  this  will  serve  to  extend  registration  for 
an  additional  year. 

9.  Reviewing  current  Acceptance  List  and  Positive  Recruiting 
Lists  in  order  to  add  new  skills  and  locations  of  current  registrants 
or  to  terminate  registrations  when  there  are  no  skills  for  which  the 
registrant  is  qualified  or  locations  acceptable  to  the  registrant. 

10.  Deleting  registrants  who  move  to  another  Federal  activity  by 
submission  of  Report  Action  Code  11.  The  new  DoD  employer  or  the 
civilian  personnel  office  to  which  an  applicant  from  another  Federal 
agency  applies  will  determine  whether  or  not  the  applicant  is  eligible 
for  registration  or  reregistration. 

G.  REQUISITIONING  ACTIVITY  PROCEDURES 

Overseas  civilian  personnel  offices  and/or  designated  Overseas 
Recruiting  Offices  are  responsible  for  the  following: 

1.  Submitting  vacancy  requisitions  to  DDSC  to  obtain  resumes  of 
registrants  qualified  for  positions  at  their  activities.  (See  Chapter 
10) 


2.  Making  inquiry  of  availability  of  candidates  referred. 
Inquiry  is  to  be  made  through  the  registering  civilian  personnel 
office  when  the  registrant( s)  is  employed  by  the  installation  serviced 
by  such  office.  If  the  registrant( s)  is  not  currently  employed  in 
DoD,  the  requisitioning  activity  will  deal  directly  with  the 
applicant.  Accompanying  each  inquiry  will  be  information  on  the 
duties  of  the  position,  special  physical  or  qualification 
requirements,  housing,  concurrent  travel  eligibility,  shipment  of 
privately  owned  vehicles,  local  customs,  pay  differentials  and 
allowances . 
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3.  Notifying  DDSC  of  the  results  of  each  referral  made  by 
completing  and  returning  Part  A  of  each  DD1820  (see  Chapter  11)  within 
60  calendar  days. 

H.  AUTODIN  PROCEDURES 


Overseas  Civilian  Personnel  Offices  having  AUTODIN  capability  may 
utilize  that  system  to  requisition  against  the  OEP  inventory.  The 
basic  AUTODIN  procedures  outlined  in  Chapter  12  would  be  applicable, 
with  some  modification. 
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INSTRUCTIONS  FOR  COMPLETING  THE  REGISTRATION  FORM 


A.  REGISTRATION 

DD  Form  1817,  Program  for  Stability  of  Civilian  Employment 
Registration,  will  be  used  by  DoD  civilian  personnel  officials  to 
register  persons  into  any  of  the  programs  covered  by  this  manual.  If 
an  individual  is  eligible  for  and  wishes  to  be  registered  in  any  of 
the  Priority  Placement  Programs  and  the  Overseas  Employment  Program, 
two  registration  forms  must  be  completed  and  submitted  to  DDSC. 
Instructions  for  completing  the  form  for  each  particular  program  are 
found  in  this  chapter  and  in  the  appropriate  appendix,  as  well  as  on 
the  form  itself.  Upon  completing  the  registration,  the  form  should  be 
mailed  to: 

Defense  Data  Support  Center 

ATTN:  DDSC 

1507  Wilmington  Pike 

Dayton,  Ohio  45444-5310 

B.  SECTION  A  -  PERSONAL  DATA  (Complete  for  all  Programs) 

This  part  of  the  Registration  Form  will  be  completed  for  all 
registrants,  regardless  of  the  program  in  which  they  are  to  be 
entered.  Starting  with  the  Social  Security  Number,  each  element  of 
information  on  the  form  is  preceded  by  a  number  in  parentheses.  This 
number  is  the  "Element  Number"  assigned  to  that  particular  information 
and  the  appropriate  number  will  be  referenced  throughout  these 
instructions.  A  completed  sample  of  DD  Form  1817  is  included  at  the 
end  of  this  chapter. 

1.  The  registration  form  provides  for  the  registering  civilian 
personnel  office's  address  and  commercial  and/or  AUTOVON  telephone 
numbers  at  the  top  of  the  form.  Typewriter,  ink,  or  stamp  may  be  used 
to  enter  this  information,  which  is  for  visual  identification  in 
handling  the  form.  This  data  is  not  entered  into  the  computer. 

2.  SOCIAL  SECURITY  NUMBER  -  Element  (01)  -  The  Social  Security 

Number  is  the  primary  identification  source  for  every  registrant. 
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3.  ITEM  1  -  PROGRAM  -  Element  (02)  -  In  order  to  identify  the 

program  in  which  the  individual  is  to  be  registered,  specific  codes 
have  been  assigned,  as  follows: 


Code  A  - 
Code  B  - 
Code  R  - 
Code  C  - 
Code  G  - 
Code  D  - 
Code  F  - 
Code  S  - 
Code  K  - 


Priority  Placement  Program  (PPP) 

Overseas  Employment  Program  (OEP) 

Dot'  Placement  Plan  for  Employees  Under  Grade  Retention 
Air  Force  Status  Quo  Program 

National  Guard  Technician  Disability  Placement  Program 

Army  Military  Technician  Program 

Army  Family  Member  Priority  Placement  Program 

Military  Spousal  Preference  Program 

National  Guard  Technician  Employment  Program 


Enter  the  appropriate  code  identifying  the  Program  in  which 
registration  is  desired. 


4.  ITEM  2  -  REGISTERING  ACTIVITY  CODE  -  Element  (03)  -  The 

registering  activity's  ass igned  four-character  code  must  Be  entered . 
Only  those  servicing  Civilian  Personnel  Offices  assigned  activity 
codes  with  an  "A"  suffix  may  register  persons  in  any  of  the  programs. 


5.  ITEM  3  -  IDENTIFICATION  DATA  -  Elements  (04)  through  (10). 

a.  NAME  -  Element  (04)  -  Enter  registrant's  last  name,  first 
name,  and  middle  initial,  in  that  order.  The  last  name  will  be 
completed  and  as  much  of  the  first  name  and  middle  initial  as 
available  spaces  will  allow.  One  blank  space  will  be  left  between  the 
last  name  and  first  name,  and  first  name  and  middle  initial. 


b.  STREET  OR  MAILING  ADDRESS  -  Element  (05)  -  Enter 
registrant's  current  street,  or  mailing  address.  Abbreviations  may  be 
used  to  conserve  space,  i.e.,  St  for  Street,  Ave  for  Avenue,  Blvd  for 
Boulevard,  Apt  for  Apartment,  Dr  for  Drive,  etc.  This  element  may  be 
left  blank  for  registrants  from  overseas  activities. 

c.  CITY  -  Element  (06)  -  Enter  the  city  in  which  the  street 
address  is  located.  This  element  may  be  left  blank  for  registrants 
from  overseas  activities. 


d.  STATE  (COUNTRY  CODE  FOR  OVERSEAS  EMPLOYEES)  -  Element  (07) 
-  Enter  the  appropriate  state  or  country  code  from  Appendix  C  for  the 
registrant's  current  address. 

e.  ZIP  CODE  ( APO/FPO  NUMBER  FOR  OVERSEAS  EMPLOYEES)  -  Element 
( 08 )  -  Entel:  the  Zip  Code  for  registrant '  s  address .  For  overseas 
employees,  enter  appropriate  APO/FPO  number. 
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f.  TELEPHONE  NUMBER  AND  EXTENSION  -  Elements  (09)  and  (10) 

Enter  the  registrant's  telephone  number.  Include  Area  Code  and 
extension,  if  applicable.  If  overseas,  start  at  first  box  after 
element  number  and  continue  rigr:’_. 

6.  ITEM  4  -  CURRENT  OR  LAST  FEDERAL  EMPLOYMENT  -  Elements  (11)  to 
( 15 ) -  Enter  da  ta  applicable  to  current  permanent  or  last  permanent 
Federal  employment. 

a.  COMPONENT  CODE  -  Element  (11)  -  Enter  appropriate  code 

from  Appendix  C  of  present  or  former  Federal  employer. 

b.  PAY  GROUP  -  Element  (12)  -  Enter  pay  group.  If  pay  group 
of  current  or  last  employment  consists  of  three  or  more  characters, 
enter  the  first  two  characters  in  the  spaces  provided. 

c.  SERIES  -  Element  (12)  -  Enter  the  series  in  the  five 

spaces  provided.  If  registrant ' s  series  consists  of  less  than  five 
characters,  leave  extra  spaces  blank. 

d.  GRADE  -  Element  (12)  -  Enter  grade.  Two  spaces  are 

provided  for  the  grade.  Grades  under  10  should  be  preceded  by  a  zero 
(0),  i.e..  Grade  GS-7  would  be  entered  as  07. 

.  e.  POSITION  TITLE  -  Element  (13)  -  Beginning  in  the  left  hand 

|  space,  enter  as  much  of  the  registrant's  job  title  and  option,  if  any, 
as  possible.  Leave  blank  space  between  segments  of  title  and  option. 

f.  NATURE  OF  WORK  -  Element  (14)  -  Code  nature  of  work  in 

which  employed .  Leave  blank  if  registrant  does  not  properly  belong  in 
one  of  these  four  groups. 

NATURE  OF  WORK  CODES 

Code  S  -  Staff  -  duties  performed  in  support  of  a 
Headquarters^  Administrative  Office  or  Management  function. 

Code  0  -  Operations  -  duties  performed  in  the  actual 

accomplishment  of  mission  operations. 

Code  R  -  Research  and  Development  -  duties  performed  in 
study  and  investigation  undertaken  to  establish  facts  or  principles 
and  use  of  gained  information  in  development  of  a  finished  product  or 
system. 


Code  T  -  Trainee  -  Management  Intern  or  other  similar 
formal  training  program. 

g.  SALARY  -  Element  (15)  -  Enter  the  registrant's  current  or 
last  annual  salary.  For  hourly  employees,  compute  annual  salary  by 
multiplying  2087  hours  times  hourly  rate. 
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7.  ITEM  5  -  STATISTICAL  INFORMATION  -  Elements  (16)  through  (29) 
(Elements  ( 16 )  through  ( 2  0  j  may  be  left  blank,  at  registrant 7 s 
option . ) 

a.  DATE  OF  BIFTH  -  Element  (16)  -  Birth  date  will  be  year, 
month  and  day  coded  m  that  order. 

b.  SEX  -  Element  (17)  -  Enter  M  for  Male  or  F  for  Female. 

c.  E EIGHT  -  Element  (18)  -  Enter  height  in  inches. 

d.  WEIGHT  -  Element  (19)  -  Enter  weight  in  pounds.  Leave 

unused  space  blank  for  less  than  100  pounds. 

e.  MARITAL  STATUS  -  Element  (20)  -  Enter  M  for  Married  if 

registrant  is  married  or  S  for  single  if  registrant  has  never  been 
married,  is  divorced,  or  is  a  widow  or  widower. 

f.  PHYSICAL  HANDICAP  -  Element  (21)  -  Enter  the  applicable 

two-digit  code  listed  in  Appendix  C. 

g.  EDUCATION  -  Element  (22)  -  Enter  one  of  the  following 

codes  to  indicate  schooling  completed: 

1  -  Non-high  school  graduate  J 

2  -  High  School  graduate  (or  equivalent)  ' 

3  -  Some  college  -  no  degree 

4  -  Junior  College  -  2  years 

5  -  College  graduate 

h.  DEGREE  -  Element  (23)  -  If  a  5  is  entered  in  Education, 
enter  one  of  the  following  codes  to  indicate  the  degree  held  by  the 
registrant: 

B  -  Bachelor's  Degree 

M  -  Master's  Degree 

D  -  Doctorate  Degree 

If  a  4  is  entered  in  Education,  Element  (22),  degree  may 
be  blank  or  coded  A  for  Associate  Degree,  if  registrant  has  such 
degree . 

If  codes  1,  2,  or  3  are  entered  in  Education  (Element  22), 
degree  will  be  left  blank. 

i.  FSEE  ELIGIBLE  -  Element  (24)  -  Leave  blank,  no  longer 

applicable. 

j.  YEAR  -  Element  (25)  -  Leave  blank,  no  longer  applicable. 
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k.  SERVICE  COMPUTATION  DATE  -  Element  (26)  -  This  is  the  date 
used  to  determine  the  amount  of  creditable  Federal  Service  for 
reduction-in- force  purposes  excluding  any  additional  credit  for 
performance  ratings,  whether  an  employee  with  career/career- 
conditional  status  or  an  excepted  employee  with  personal 
career/career-conditional  status.  Date  determined  will  be  year, 
month,  and  day,  and  will  be  coded  in  that  order.  Enter  last  two 


digits  of  year,  01  through  12  for  month,  and  01  through  31  for  day,  as 
appropriate.  Leave  these  spaces  blank  for  PEP  reinstatement 
applicants  and  E.O.  12362,  as  revised  by  E.O.  12585,  eligibles. 


1.  SECURITY  CLEARANCE  -  Element  (27)  -  Enter  one  of  the 

following  codes  which  describes  the  Security  Clearance  granted  by 
Department  or  Agency.  Leave  blank  if  none  granted.  Leave  these 
spaces  blank  for  PEP  reinstatement  applicants. 


V  -  Crypto 
T  -  Top  Secret 
S  -  Secret 
C  -  Confidential 


m.  TENURE  GROUP  -  Element  (28)  -  Career,  Career-conditional, 
and  excepted  employees  will  be  coded  with  a  tenure  group  and  subgroup 
code  to  correspond  with  those  outlined  in  FPM  Chapter  351,  Subchapter 
3,  as  follows: 


1A  -  Career  Veteran  (includes  13  -  Career  Non-Veteran 

preference  eligible  having 
compensable  service  connected 
disability  of  30%  or  more) 


2A  -  Career-Conditional  2B  -  Career-Conditional  Non- 

Veteran  (includes  preference  Veteran 

eligible  having  compensable 
service  connected  disability  of 
30%  or  more) 

3A  -  Excepted  Veteran  3B  -  Excepted  Non-Veteran 

(includes  preference  eligible  # 

having  compensable  service 
connected  disability  of  30%  or 
more) 


Leave  these  spaces  blank  for  PEP  reinstatement  eligibles  and  for 
excepted  non-status  employees  registered  in  the  Retained  Grade 


NOTE:  If  an  individual  who  is  a  career  or  career-conditional  employee 
at  the  time  of  initial  registration  in  the  OEP  is  later  separated  and 
becomes  a  reinstatement  eligible  and  still  meets  the  criteria  for 
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registration  in  the  OEP,  the  Service  Computation  Date,  Security 
Clearance,  and  Tenure  Group  are  to  be  deleted  from  the  registrant's 
resume  by  submission  of  file  maintenance  in  accordance  with  Chapter  9 
and  Federal  Civilian  Service  data  (Component,  Element  (56),  Total 
Month's  Service,  Element  (57)  Year  Separated,  Element  (58)),  should  be 
added . 

8.  ITEM  6  -  SPECIAL  AWARDS  -  Element  (29)  -  Enter  the  appropriate 
code,  Y  for  Yes  or  N  for  No,  to  indicate  whether  registrant  has 
received  any  special  awards  during  the  past  10  years  which  are 
pertinent  to  qualifications  for  the  position(s)  for  which  the 
registrant  is  being  registered. 

9.  ITEM  7  -  DEMOTION  WITHOUT  PERSONAL  CAUSE  -  Elements  (30)  and 
(31)  (EMPLOYEES  ENTITLED  TO  SPECIAL  CONSIDERATION  FOR  REPROMOTION  OR 
POSITION  CHANGE  DUE  TO  RECEIPT  OF  GRADE  OR  PAY  RETENTION  BENEFITS. ) 
This  i tern  will  be  completed  only  when  the  registrant  is  entitled  to 
special  consideration  for  repromotion  or  position  change  because  of 
receiving  grade  or  pay  retention  benefits  due  to  involuntary  placement 
in  a  lower  grade  position  for  reasons  such  as  reduction  in  force, 
correction  of  classification  error,  return  from  overseas,  or 
declination  of  functional  transfer. 

a.  PAY  GROUP  -  Element  (30)  -  Enter  the  first  two  characters 
of  the  pay  group  from  which  demoted. 

b.  SERIES  ~  Element  (30)  -  Enter  series  from  which  demoted 
beginning  in  first  space  at  left  in  five  spaces  provided.  If  series 
contains  less  than  five  digits,  leave  extra  spaces  blank. 

c.  GRADE  -  Element  (30)  -  Enter  two  digit  grade  from  which 

downgraded  (for  example,  GS-6  would  be  coded  as  06). 

d.  COMPONENT  -  Element  (30)  -  Enter  the  appropriate  component 
code  from  Appendix  C  to  reflect  the agency  in  which  the  registrant  was 
downgraded . 

e.  TITLE  -  Element  (31)  -  Enter  from  left  to  right  the 
position  title  and  option,  if  any,  held  at  the  time  of  the 
downgrade.  Leave  blank  space  between  segments  of  the  title  and 
option. 

10.  ITEM  8  -  RESERVE  TECHNICIAN  -  Element  (32)  -  This  item  will  be 
completed  only  when  a  DoD  employee  is  registering  in  the  PPP.  Do  not 
complete  for  registrations  in  the  OEP. 

Enter  Code  Y  for  Yes  or  Code  N  for  No  to  indicate  whether  the 
registrant  is  tentatively  eligible  for  and  willing  to  actively 
participate  as  a  Reserve  Technician  as  a  condition  of  employment. 
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11.  ITEM  9  -  DISPLACED  EMPLOYEE  PROGRAM  -  Element  (33)  -  Enter 

Code  Y  for  Yes  or  Code  N  for  No  to  ind icate  whether  the  registrant 
meets  the  requirement  for  placement  assistance  under  the  Office  of 
Personnel  Management  Displaced  Employee  Program  as  defined  in  FPM 
Chapter  330,  Subchapter  3.  If  a  displaced  employee  scheduled  for 
separation  or  an  eligible  family  member  is  available  for  a  temporary 
position  of  less  than  one  year  in  duration  in  the  commuting  area, 
enter  T  rather  than  Y  or  N. 

12.  ITEM  10  -  JOB  EXPERIENCE  -  Elements  (34)  to  (36)  -  Enter  the 

time  period ,  from  year  and  month  to  year  and  month ,  ( cannot  be  left  * 

blank  nor  can  the  word  "present"  be  used)  job  title  and  nature  of  work 
code,  or  work  experience  obtained.  (These  codes  are  defined  in 
Paragraph  B6f  of  this  Chapter.)  This  experience  may  be  with  the 

Federal  Government  or  private  industry  and  should  be  entered  in 
chronological  sequence  with  most  recent  experience  listed  first  in 
Element  (34). 

13.  ITEM  11  -  SKILLS  -  Elements  (37)  to  (41) 

a.  This  item  provides  for  registration  for  up  to  five  skills 
in  the  PPP,  or  for  up  to  three  skills  in  the  OEP.  Procedures  outlined 
in  Paragraph  g  below  will  be  used  for  PPP  registrations  and  the 
procedures  in  Paragraph  h  below  will  be  followed  for  OEP 
registrations.  Paragraphs  b  through  f  below  apply  to  either  the  PPP 
or  OEP,  as  appropriate. 

b.  Registrants  who  are  to  be  rated  for  Wage  Grade  skills  will 

be  rated  under  the  Job  Element  procedures  contained  in  OPM  Handbook  X- 
118C,  Job  Qualification  System  for  Trades  and  Labor  Occupations. 
Civilian  personnel  officials  should  consider  the  knowledges,  skills, 
and  abilities  in  determining  the  Wage  Grade  positions  for  which  an 
employee  is  to  be  registered.  Registrants  who  have  basic  eligibility 
for  a  Wage  Grade  position  under  the  Job  Element  method  should  qualify 
for  the  same  position  at  another  installation.  Requirements  for  like 
Wage  Grade  jobs  throughout  DoD  should  be  similar.  The  prime 

consideration  will  be  the  registrant's  ability  to  do  the  work,  and 
eligibility  for  the  position  will  be  determined  on  that  basis. 
General  Schedule  employees  may  be  registered  for  those  acceptable  Wage 
Grade  positions  for  which  fully  qualified  and  gaining  activities  will 
make  determination  whether  the  offer  constitutes  a  promotion  based  on 
their  local  wage  scale. 

c.  Registration  in  the  Program  can  be  effected  for  GS,  WG  and 

WL  (Grade  15  and  below),  WS  (Grade  19  and  below),  and  special  Wage 
Grade  pay  systems,  e.g.,  WD,  WJ,  WK,  etc.,  with  applicable  grade 

levels.  GM  employees  may  be  registered  for  any  appropriate  pay  system 

and  grade,  and  the  statement  "Available  for  GM  Position"  must  be 

included  in  element  42  or  43  on  DD  Form  1817  when  the  registrant  is 
available  for  such  positions. 
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d.  Registering  civilian  personnel  officials  have  the 

responsibility  to  determine  and  register  individuals  for  those  series 
and  grades  (not  to  exceed  the  present  grade)  for  which  fully 

*  qualified.  As  a  minimum,  employees  are  to  be  registered  for  their 
current  skill.  Exceptions  to  this  require  approval  of  the  Zone 
Coordinator. 

e.  If  the  registrant  has  less  than  five  skills,  complete  only 

those  required  and  leave  the  remaining  elements  blank.  If  an  employee 
has  more  than  five  skills,  the  five  most  likely  to  provide  an 

opportunity  of  continued  employment  in  the  registrant's  selected 
area(s)  should  be  used. 

f.  A  registrant  who,  at  the  time  of  registration  in  the  PPP 

or  the  OEP  occupies  a  position  or  has  occupied  a  position  within  the 
past  three  years,  for  which  a  performance  test  is  required  will  be 

considered  as  having  met  the  performance  test  requirement  if 

performance  has  been  satisfactory.  Other  registrants,  who  have  not 
occupied  such  positions  or  passed  required  performance  tests  within  36 
months  preceding  registration,  will  not  be  registered  for  positions 
requiring  a  performance  test  until  test  requirements  have  been 
satisfactorily  met.  In  accordance  with  X-118,  proficiency 

requirements  may  be  met  for  Clerk  Typist,  Clerk  Stenographer,  Data 
Transcriber  and  positions  with  parenthetical  titles  of  (Typing), 
(Stenography),  or  (Data  Transcription)  by  self  certification  of  the 
registrant.  However,  it's  important  that  activities  use  judgment,  in 
that,  individuals  must  have  something  in  their  background  that 
supports  the  self  certification. 

g.  PRIORITY  PLACEMENT  PROGRAM  -  Skills  1  through  5  provide 

spaces  for  registering  an  employee  For  up  to  five  skills  and  grades 
(not  to  exceed  the  current  grade)  for  which  the  registrant  meets 
appropriate  Civil  Service  qualification  standards  and  which  are 
acceptable  to  the  registrant  except  as  stated  herein.  Employees  are 
to  be  registered  only  for  positions  for  which  they  are  sufficiently 
well  qualified  to  be  completely  acceptable  in  such  positions  at  the 
registering  activity.  Qualifications  standards  used  for  RIP 

assignment  are  not  to  be  automatically  used  for  qualification 
determinations  in  the  PPP.  As  a  rule,  a  significant  factor  in  the 
selection  of  skills  for  registering  is  recency  of  experience.  This 
factor  will  be  considered  carefully  in  the  skill  registration 
process.  Under  no  circumstance  will  a  person  be  registered  in  the 
Program  for  a  skill  for  which  that  person  does  not  meet  all 
qualifications  and  legal  requirements,  including  normal  physical 
requirements.  The  following  procedures  should  be  followed  in 

completing  skills  1  through  5  for  PPP  registrations. 
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(1)  Pay  Group  -  Enter  the  appropriate  pay  group.  (Use  GS 
in  lieu  of  GM) 

EXAMPLES:  GS  (General  Schedule),  WG  (Wage  Grade),  WL  (Wage  Leader), 
WS  (Wage  Supervisor),  WM  (Maritime),  WN  (Production  Facilitating- 
Supervisory ) . 


(2)  Series  -  Enter  the  series  in  accordance  with  OPM 
Classification  Standard  Handbooks.  Enter  series  from  left  to  right 
beginning  in  the  first  space  of  five  spaces  provided.  For  series  less 
than  five  digits,  leave  unused  spaces  blank. 

(a)  Employees  who  are  qualified  and  available  for 
occupational  series  covered  by  OPM's  X-118  Clerical  and  Administrative 
Support  Standard,  at  grades  1,  2,  3,  or  4  are  as  follows:  1)  GS-300 
without  an  option  will  be  used  for  employees  who  are  available  for  all 
series,  covered  by  the  standard,  that  do  not  require  specific 
proficiency  (i.e.,  typing,  steno,  etc.)  2)  GS-300  with  an  appropriate 
option  code  (i.e.,  typing  -  TYA,  stenography  -  STC,  or  data 
transcriber  -  DAT)  will  be  used  for  employees  who  are  available  for 
all  covered  series  with  the  same  proficiency  requirements  or  option 
codes  (i.e.,  GS-300  TYA  should  be  used  for  employees  available  for  any 
occupational  series  covered  by  the  standard  which  requires  typing 
proficiency).  3)  Employees  who  do  not  desire  consideration  for  all 
series,  but  who  want  consideration  for  one  or  more  specific  covered 
series,  must  be  registered  for  each  individual  series  on  separate 
skill  lines  (include  option  codes  as  applicable). 

(b)  Registrants,  who  qualify  for  non-supervisory 
Wage  Grade  positions  and  wish  to  be  considered  for  all  Wage  Grade 
series  that  do  not  require  motor  vehicle  or  sewing  machine  operation 
may  be  registered  for  WG-00000  grades  1  through  4  (not  to  exceed 
current  grade).  Such  employees  may  also  be  registered  for  specific 
series  for  which  qualified  at  grade  levels  not  to  exceed  current 
grade . 


(c)  Registrants  who  are  qualified  for  a  Trades  and 
Crafts  Helper  position,  WG-5  level,  and  wish  to  be  considered  for  all 
Trades  Helper  positions  WG-5  may  be  registered  for  WG-01111. 
Registration  in  the  WG-01111  is  limited  to  the  WG-5  level.  Such 
employees  may  also  be  registered  for  specific  series  for  which 
qualified  but  in  either  instance  not  to  exceed  current  grade. 

(3)  Option  Codes  -  Enter  the  appropriate  three  character 
option  code(s)  from  Appendix  D.  Only  those  option  codes  appearing  in 
Appendix  D  may  be  used  for  PPP  registration.  Option  Codes  are  to  be 
used  only  with  the  General  Schedule  series  under  which  they  are 
listed,  with  the  exception  of  TRA,  Trainee  Option,  which  may  also  be 
used  with  Wage  Grade  series. 
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(a)  Specific  option  codes  for  specific  series  are 

listed  in  Appendix  D.  They  identify  special  skill  requirements  for 
positions  for  which  registrants  are  permitted  to  register,  provided 
they  qualify.  The  option  codes  are  purposely  limited  to  those  series 
for  which  the  components  indicated  a  need  for  further  description.  If 
only  one  option  code  is  necessary  to  describe  the  registrant's 
qualifications,  enter  it  in  the  first  three  spaces  provided.  A 
combination  of  two  options  may  be  used  with  appropriate  skills,  as 
long  as  the  registrant  qualifies  for  both.  If  no  option  code  is 

necessary  to  describe  the  registrant's  qualifications  or  if  the 

registrant  is  a  generalist  in  the  series,  leave  these  six  spaces 
blank.  Options  authorized  for  use  with  engineering  series  are  not  to 
be  used  with  an  engineering  series  which  has  the  same  definition. 
Example:  Do  not  use  ELD,  Electronics  option,  with  Electronics 

Engineer  Series  GS-855. 

(b)  The  option  of  Trainee,  Option  Code  TRA,  in 

Appendix  D,  may  be  coded  with  any  General  Schedule  or  Wage  Grade 
series.  Its  purpose  is  to  identify  skills  of  registrants  who  are 

currently  in  formal  training  programs  (such  as,  apprentice,  worker- 

trainee,  management  intern,  etc.). 

(c)  The  options  of  Typing,  Option  Code  TYA, 
Stenography,  Option  Code  STC,  and  Data  Transcribing,  Option  Code  DAT, 
may  be  used  with  any  appropriate  General  Schedule  Series.  They  are 
not  appropriate  for  use  with  every  series.  For  example:  The  Option 
of  Typing,  Option  Code  TYA,  would  not  be  used  with  a  GS-201-13, 
Civilian  Personnel  Officer  position.  The  GS-318  Secretary  series  must 
be  coded  with  either  the  STC-Stenography  Option  or  TYA-Typing  Option. 

*  (d)  Individuals  showing  Typing  (TYA)  option  after 

any  appropriate  series  will  automatically  be  considered  for  that 
position  not  requiring  typing.  (Example:  If  an  activity  has  a  GS- 

303-4  vacancy,  individuals  registered  for  GS-303-4  TYA  will  be 
referred . ) 

(e)  The  GS-201,  Personnel  Management,  and  the  GS- 
801,  General  Engineering  series,  normally  have  two  options  or  no 
options  with  the  following  exceptions: 

1_  The  "CPO",  Civilian  Personnel  Officer,  and 
the"PSM",  Personnel  Systems  Manager,  may  be  used  as  a  single  option 
with  the  GS  201  series.  The  "CPO"  option  code  will  never  be  used  in 
combination  with  other  options  in  the  GS  201  series,  whereas  the  "PSM" 
option  code  may  be  used  in  conjunction  with  another  code. 

2_  A  single  commodity  option  code  may  be  used 
with  the  GS  801  series.  Commodity  options  are  as  follows:  CHD,  CST, 
INC,  MIB,  ORB,  SHB,  and  WAB. 
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_3_  The  Trainee  Option,  TRA,  may  be  entered  as  a 
single  code  with  either  series. 

(f)  Registrants  should  be  counseled  that  pay  group, 
series,  option  code(s),  as  well  as  acceptable  grade(s)  must  match  a 
requisition  before  their  skills  will  be  referred  against  vacant 
positions.  For  example,  the  registrant,  who  is  only  registered  for  a 
GS-1670-AUD-11,  Equipment  Specialist,  Automotive  Option,  Grade  11, 
will  not  be  referred  against  a  vacant  position  at  an  acceptable 
location  for  a  GS-1670-11,  Equipment  Specialist,  Generalist.  However, 
the  registrant  could  also  be  registered  as  GS-1670-11,  Equipment 
Specialist,  with  no  option,  provided  the  registrant  qualifies  as  a 
generalist,  and  could  then  be  referred  for  both  positions. 

(g)  Registrants  qualified  and  registered  for  two 
options  in  the  same  series  as  a  single  skill,  for  example,  the  Quality 
Assurance  Specialist,  GS-1910-11,  with  two  options  of  Electrical,  Code 
ELA,  and  Mechanical,  Code  MEA,  reflected,  will  be  referred  against 
vacancies  requiring  both  options  or  one  of  the  two  options. 

(4)  High  Grade  -  Enter  the  highest  grade,  not  exceeding 
the  registrant's  current  permanent  grade,  or  retained  grade,  if 
appropriate,  for  which  the  registrant  qualifies  under  OPM  standards. 
Under  the  General  Schedule,  grades  are  limited  to  GS-01  through  15. 
Do  not  enter  a  grade  to  which  the  registrant  may  have  been  temporarily 
promoted  or  a  higher  grade  previously  held,  other  than  a  Retained 
Grade. 


(5)  Lowest  Grade  -  This  will  be  the  lowest  grade  for  each 
skill  for  which  the  employee  will  accept  an  offer  of  continued 
employment,  but  not  to  exceed  the  equivalent  of  three  General  Schedule 
grades  below  the  grade  level  to  which  permanently  assigned  at  the  time 
of  registration.  The  number  of  grade  levels  between  General  Schedule 
and  Federal  Wage  System  (FWS)  or  between  FWS  positions  will  be 
determined  by  formula  in  Chapter  3,  paragraph  A7b.  It  must  never 
exceed  the  high  grade.  Employees  will  not  be  registered  for  any  lower 
grades  available  to  them  by  RIF  or  reemployment  rights  assignment. 
For  example,  an  employee  scheduled  for  demotion  from  GS-13  to  CS-ll 
could  be  registered  for  Grades  12  and  13.  NOTE:  Employees  offered 
part-time  positions  in  RIF  will  have  the  lowest  grade  computed  as 
described  in  Chapter  3,  paragraph  A7c. 

(6)  Years  Experience  -  For  General  Schedule  skills,  enter 
the  total  number  of  years  of  creditable  specialized  experience  as 
defined  in  the  appropriate  OPM  qualification  standards.  Six  months  or 
more  will  be  counted  as  one  full  year.  If  the  registrant  has  less 
than  6  months  specialized  experience  in  the  skill,  leave  these  spaces 
blank.  The  specialized  experience  shown  must  always  equal  or  exceed 
the  minimum  requirement  under  applicable  OPM  Standards  for  the  high 
grade  for  which  being  registered.  For  Wage  Grade  skills,  enter  the 
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total  number  of  years  the  registrant  actually  held  such  a  position. 
If  the  registrant  has  never  held  the  Wage  Grade  position,  leave  these 
spaces  blank. 

(7)  Highest  Grade  Held  -  Enter  the  highest  grade  in  the 
skill  the  registrant  has  held  in  the  Federal  Service.  If  the 
registrant  has  never  held  the  skill  in  the  Federal  Service,  leave 
these  spaces  blank. 


(8)  EXAMPLES: 

(a)  Registrant  is  scheduled  for  separation  by  RIF 
and  is  currently  a  Personnel  Management  Specialist,  GS-201-07,  is 
willing  to  accept  a  grade  07,  has  1  year  4  months  specialized 
experience  in  this  skill  and  has  not  held  a  grade  higher  than  GS-07 
for  this  skill.  The  registrant  is  currently  participating  in  a  formal 
OPM  approved  training  program. 
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Figure  8-1.  Sample  skill  1,  trainee. 


(b)  An  overseas  registrant,  without  return  rights, 
who,  prior  to  1  September  1977,  accepted  a  downgrade  to  go  overseas 
frc  Personnel  Management  Specialist,  GS-201-13,  to  Personnel 
Management  Specialist,  GS-201-12.  Registrant  is  currently  a  GS-12, 
and  is  willing  to  accept  a  GS-11,  has  19  years  specialized  experience 
for  this  skill  and  has  not  held  a  grade  higher  than  GS-13.  Registrant 
desires  referral  for  this  skill  only. 
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Figure  8-2.  Sample  skill  1,  overseas  returnee. 
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(c)  Registrant  is  scheduled  for  demotion  from 
Equipment  Specialist  GS-1670-12  (Electronics  Option)  to  Equipment 
Specialist  GS-1670-09  (Electronics  Option).  The  registrant  is  also 
qualified  for  Equipment  Specialist,  Aircraft  Option,  grade  12  and 
Equipment  Specialist,  Generalist,  grade  12.  The  registrant  has  10 
years  of  specialized  experience  for  each  skill.  The  registrant  has 
held  the  GS-12  in  the  Electronics  and  Aircraft  options.  Registrant 
has  never  held  a  generalist  position,  nor  a  position  requiring  both 
options.  Lowest  grade  acceptable  is  GS-11. 
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Figure  8-3.  Sample  skills  1,  2,  3  and  4. 


h.  CODING  OVERSEAS  EMPLOYMENT  PROGRAM  SKILLS  -  Elements  (37) 
through  (39)  -  DoD  employees  may  be  registered  for  those  skills  -  pay 
group,  series,  grade,  option  (if  any)  -  and  country  locations  for 
which  fully  qualified  which  their  component  has  entered  on  the  OEP 
Acceptance  List  or  current  OEP  Positive  Recruiting  List.  These 
employees  may  also  be  registered  for  skills  on  those  lists  which  have 
been  identified  as  being  available  for  registrations  from  non¬ 
component  sources.  Non-DoD  Federal  employees  and  reinstatement 

eligibles  may  only  register  for  those  skills  appearing  on  the  OEp 
Acceptance  List  or  current  Positive  Recuiting  List  which  are 
identified  as  being  available  for  registrations  from  non-component 
sources.  (See  Chapter  7,  paragraph  B)  The  following  procedures  will 
be  followed  in  coding  Elements  (37)  through  (39)  for  the  OEP. 
Elements  (40)  and  (41)  must  be  left  blank. 


(1)  Pay  Group  -  Enter  the  Pay  Group  as  it  appears  on  the 
OEP  Acceptance  List  or  current  OEP  Positive  Recruiting  List. 


Acceptance 


(2)  Series  -  Enter  the  series  as 
List  or  current  Positive  Recruiting 


it  appears  on  the  OEP 
List. 
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(3)  Option  Codes  -  Enter  the  option  code(s),  if  any,  as 
reflected  on  the  OEP  Acceptance  List  or  current  OEP  Positive 
Recruiting  List.  Option  codes  other  than  those  in  Appendix  D  may  be 
used  for  OEP  registration  in  the  manner  in  which  they  are  reflected 
with  skills  on  the  OEP  Acceptance  List  or  Positive  Recruiting  List. 
Option  codes  must  be  used  in  the  same  combination  as  they  appear  on 
the  OEP  Acceptance  List  or  OEP  Positive  Recruiting  List.  Leave  these 
six  spaces  blank  if  no  option  codes  are  listed  with  the  skill. 

(4)  High  Grade  -  Enter  the  highest  grade  for  which  the 
registrant  is  qualified  by  meeting  all  qualification  and  legal 
requirements  under  current  OPM  regulations.  This  grade  level  may  not 
exceed  the  highest  grade  for  the  position  shown  on  the  OEP  Acceptance 
or  Positive  Recruiting  Lists. 

(5)  Low  Grade  -  Enter  the  lowest  grade  acceptable  to  the 
registrant  reflected  on  the  OEP  Acceptance  List  or  current  OEP 
positive  Recruiting  List,  for  the  skill  for  which  registered. 

(6)  Years  Experience  -  For.  General  Schedule  skills,  enter 

the  total  number  of  years  creditable  specialized  experience  as  defined 
in  the  appropriate  OPM  Qualification  Standard 7  Six  months  or  more 
will  be  counted  as  one  full  year.  If  the  registrant  has  less  than  six 
months  specialized  experience  in  the  skill,  leave  these  spaces 
blank.  The  specialized  experience  shown  must  always  equal  or  exceed 
the  minimum  requirement  under  applicable  OPM  Standards  for  the  high 
grade  for  which  being  registered.  For  Wage  Grade  Skills,  enter  the 

total  number  of  years  the  registrant  actually  held  such  a  position. 

If  the  registrant  has  never  held  the  Wage  Grade  Position,  leave  these 
spaces  blank. 

(7)  Highest  Grade  Held  -  Enter  the  highest  grade  the 

applicant  has  held  in  the  Federal  Service  for  the  skill  for  which 

being  registered.  If  the  applicant  has  never  held  a  grade  in  the 

skill  for  which  registering,  leave  these  spaces  blank. 

(8)  Example  -  The  following  Skills  appear  on  the  current 
OEP  Acceptance  List  and  current  OEP  Positive  Recruiting  List: 

ACCEPTANCE  LIST 

TITLE  COMP  PG  SERIES  OPTION  GRADE  COUNTRY 

PRODUCTION  CONTROLLER  N  GS  1152  09-12  HI  JA 

KS  OK 

POSITIVE  RECRUITING  LIST 

TITLE  COMP  PG  SERIES  OPTION  GRADE  COUNTRY 

PRODUCTION  CONTROLLER  N  GS  “  1152  AIB  09  RP 

AIRCRAFT 
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The  registrant,  a  Navy  employee,  currently  is  a  Production  Controller, 
GS-1152-11,  who  is  eligible  and  qualified  for  grade  GS-12  in  this 
skill,  has  12  years  and  7  months  specialized  experience  in  this  skill, 
will  accept  GS-09  and  desires  to  be  registered  for  Hawaii  and  Japan 
for  this  skill.  Skill  1  would  be  coded: 


PAT 

0«OU» 


times 


OPTION  COPIt 


MlftH 

•M 


LOW 

on 


WtOH 

on 

MlL0 


SKILL.  T  — - 


IJ7) 


sh  I  lls  LI  I  I  I  III  li  Hob  lib  ED 


Figure  8-4.  Sample  skill  1,  Overseas  Employment  Program 

This  same  registrant  has  had  4  years  and  4  months  specialized 
experience  as  a  Production  Controller  specializing  in  Aircraft  at  the 
GS-09  level,  is  willing  to  accept  a  GS-09  for  this  skill,  and  is 
willing  to  accept  employment  in  the  Philippines.  Skill  2  would  be 
coded  as: 


PAY 

gpoup 


SKILL  Z 


<3S> 


Sli 


option  CODES 


HIGH 

GP 


LOP 

G» 


HIGH 

CP 

E*P  HILO 


1  0  1 9  I  0 1  9  I  oU  I 


Figure  8-5.  Sample  skill  2,  Overseas  Employment  Program 

14.  SPECIAL  QUALIFICATIONS  -  Elements  (42)  and  (43)  -  Enter 

special  qualifications  -  licenses,  training ,  ratings,  certificates, 
etc.  -  that  are  related  to  positions  for  which  employee  is 
registering.  This  element  may  also  be  used  to  enter  the  special 
language  skills  of  registrants  in  the  OEP.  Enter  one  letter  in  each 
box  and  leave  one  space  between  each  word  and  abbreviate,  if 
necessary.  Enter  in  one  of  these  elements  the  activity  code  of  the 
overseas  registering  activity  when  completing  a  registration  form  for 
an  overseas  family  member  and  after  the  activity  code  enter  "Overseas 
Family  Member,"  or  EO  12362  eligible,  as  appropriate.  For  Spouse 
Preference  Eligibles  you  must  document  eligibility  (i.e.,  "Current 
Employee,"  "Reinstatement  Eligible,"  or  "EO  12362  Eligible"  and  losing 
activity  code).  If  an  employee  is  available  for  General  Schedule 
supervisory  position,  enter  "Available  for  Supervisory  Position."  If 
an  employee  is  available  for  GM  positions,  enter  "Available  for  GM 
positions."  If  currently  occupying  an  excepted  service  position, 

enter  "Available  for  Excepted  Service  Positions  Only."  Only  data 
I  contained  within  the  boxes  will  be  included. 
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C.  SECTION  B  (COMPLETE  FOR  PRIORITY  PLACEMENT  PROGRAM  REGISTRANTS 
ONLY) . 

This  section  will  be  completed  for  registrants  in  all  Programs, 
except  the  OEP.  If  this  Section  is  coded  for  applicants  in  the  OEP, 
the  registration  data  will  be  rejected  by  the  computer. 

1.  ITEM  1  -  SEPARATION  DATE  OR  EFFECTIVE  DATE  OF  CHANGE  TO  LOWER 
GRADE  -  Element  (44) 

a .  Displaced  Employees. 

(1)  Program  A  -  For  both  voluntary  and  involuntary 
registrants  enter  the  date  the  registrant  is  to  be  separated  from 
activity  rolls  as  result  of  RIF,  base  closure,  failure  to  accompany 
transfer  of  function,  or  effective  date  of  change  to  lower  grade/part¬ 
time  position,  or  effective  date  of  furlough  for  six  months  or 
longer.  Employees  must  be  registered  prior  to  the  effective  date  of 
separation  or  change  to  lower  grade  or  part-time  position. 

(2)  Program  R  -  See  Appendix  B 

(3)  Program  C  -  See  Appendix  F 

(4)  Program  D  -  See  Appendix  J 

b.  Nondisplaced  Overseas  Employees. 

(1)  For  nondisplaced  employees  returning  to  CONUS  after 
completion  of  one  or  more  tours,  the  date  must  be  left  blank. 

(2)  For  non displaced  employees  who  are  family  members  of 
DoD  personnel,  enter  the  date  LWOP  begins. 

(3)  For  nondisplaced  employees,  or  former  employees  who 
meet  the  appointment  eligibility  of  EO  12362,  as  amended,  who  are 
family  members  of  DoD  personnel,  enter  the  family  member's  date  of 
registration. 

c.  Special  Programs 

(1)  Panama  Canal  Commission  -  See  Appendix  E. 

(2)  National  Guard  Technician  -  See  Appendix  G. 

(3)  Department  of  the  Army  Family  Member  Priority 
Placement  Program  -  See  Appendix  A. 

(4)  Military  Spouse  Preference  Program  -  See  Appendix  I 

(5)  National  Guard  Technician  Employment  Program  -  See 
Appendix  K. 
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2.  ITEM  2  -  RELEASE  DATE  -  Element  (45) 

a .  Displaced  Employees. 

(1)  Program  A  -  This  date  will  be  12  months  following  the 
date  the  registrant  affected  by  RIF  is  to  be  separated  from  activity 
rolls  or  the  effective  date  of  the  registrants  demotion.  The 
employee  who  declines  demotion  to  I  full-time  or  part-t ime  position 
may  remain  in  the  Program  for  1  year  following  scheduled  separation 
date.  The  release  date  for  employees  who  accept  part-time  positions 
in  RIF  will  be  the  date  the  placement  is  effective.  The  release  date 
for  involuntary  registrants  is  12  months  following  the  date  the 
registrant  is  to  be  separated  from  activity  rolls. 

(2)  Program  R  -  See  Appendix  B 

(3)  Program  C  -  See  Appendix  F 

b.  Nondisplaced  Overseas  Employees. 

(1)  For  nondisplaced  employees  returning  to  CONUS  after 
completion  of  one  or  more  tours,  the  date  mu^t  be  left  blank. 

(2)  The  release  date  for  overseas  employee  family  member 
registrants  is  one  year  from  the  date  LWOP  begins. 

(3)  The  release  date  for  EO  12362  eligibles  is  one  year 
after  the  date  the  sponsor  reported  to  the  new  duty  station. 

c .  Special  Programs 

(1)  Panama  Canal  Commission  -  See  Appendix  E. 

(2)  National  Guard  Technician  -  See  Appendix  G. 

(3)  Department  of  the  Army  Family  Member  Priority 
Placement  Program  -  See  Appendix  A. 

(4)  Military  Spouse  Preference  Program  -  See  Appendix  I. 

(5)  National  Guard  Technician  Employment  Program  -  See 
Appendix  K. 


NOTE:  Enter  the  year,  month  and  day  in  the  following 
manner:  last  two  digits  of  year;  01  through  12  for  numeric  month;  and 

01  through  31  for  day. 

3.  ITEM  3  -  PRIORITY  -  Element  (46)  -  Employees  will  be 
registered  and  referred  for  placement  with  a  numeric  Priority  1,  2,  or 
3.  These  designated  priorities  will  be  assigned  according  to  the 
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basis  for  registration  eligibility  as  stated  in  Chapter  3,  paragraph 
A6;  Chapter  6,  paragraph  3;  and  Appendices  A,  B,  E,  F,  G,  I,  J  and  K 
of  this  manual,  as  appropriate. 

4 .  ITEM  4  -  OVERSEAS  COUNTRY  LOCATION  ( OVERSEAS  EMPLOYEES  ONLY) 
Element  (47)  -  For  overseas  displaced  and  non-displaced  employees, 

enter  Country  Code  where  the  applicant  is  physically  located.  If 
appropriate  codes  are  not  contained  in  Appendix  C  of  this  manual, 
enter  the  code  for  the  country  where  the  overseas  servicing  CPO  is 
located . 


5 .  ITEM  5  -  RETURN  RIGHTS  (Overseas  Employees  Only)  -  Elements 
(48)  and  49) 

a.  Element  (48)  - 

(1)  Enter  Code  Y  for  Yes  for  those  overseas  returnee 
registrants  having  return  rights  or  those  who  are  serving  under  a 
rotation  agreement. 

(2)  Enter  Code  N  for  No  for  those  overseas  returnee 
registrants  who  are  long-tenure  overseas  employees  without  return 
rights  or  other  obligation  to  return. 

(3)  Enter  Code  A  for  Abolished  for  those  overseas 
returnee  registrants  whose  stateside  position  has  been  abolished. 

b.  Element  (49)  -  Enter  appropriate  code  for  state  of  Alaska 
(Code  AK),  Hawa i i  ( Code  HI ) ,  Commonwealth  of  Puerto  Rico  (Code  RQ)  if 
registrant  is  presently  employed  in  Alaska,  Hawaii,  or  Puerto  Rico; 
last  resided  in  Alaska,  Hawaii,  or  Puerto  Rico;  or  has  return  rights 
to  Alaska,  Hawaii,  or  Puerto  Rico.  Enter  GQ  for  overseas  employees 
completing  an  overseas  tour  whose  home  of  record  is  Guam. 

D.  SECTION  C  (COMPLETE  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REGISTRATIONS 
ONLY) . 

1.  ITEM  1  -  RE-EMPLOYMENT  RIGHTS  -  Element  (50)  -  Due  to  the 
granting  of  re-employment  rights  across  component  lines,  this  element 
will  be  left  blank  for  all  registrations. 

2.  ITEM  2  -  REDUCTION-IN-FORCE  -  Element  (51)  - 

a.  If  registrant  is  currently  in  receipt  of  a  RIF  notice 
advising  of  pending  separation  or  change  to  lower  grade,  or  has  been 
separated  under  RIF  notice,  enter  Y  for  Yes.  If  the  registrant  is  not 
in  receipt  of  such  notice  or  has  not  been  separated  by  reduction-in¬ 
force,  element  51  should  be  coded  N  for  No. 
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b.  This  item  must  be  kept  current,  i.e.,  if  an  individual  who 
is  coded  N  receives  a  RIF  notice  advising  of  pending  separation  or 
downgrade,  the  individual's  record  should  be  changed  to  reflect  a  Code 
Y  by  submission  of  DD  Form  1819,  File  Maintenance.  Conversely,  if  an 
individual  who  was  coded  Y  has  the  RIF  notice  canceled,  the 
individual's  record  should  be  file  maintained  to  reflect  an  N.  Those 
individuals  who  are  downgraded  as  a  result  of  their  RIF  notice  should 
have  their  record  file  maintained  to  reflect  an  N,  and  appropriate 
data  should  be  entered  in  Section  A,  Item  7,  to  reflect  demotion 
without  personal  cause  data.  Individuals  who  are  separated  may  retain 
the  Y  code. 

3.  ITEM  3  -  LAST  OVERSEAS  TOUR  -Elements  (52)  through  (55)  -  This 
item  will  be  completed  for  registrants  who  have  worked  overseas  in  a 
military  or  civilian  capacity,  regardless  of  whether  or  not  the  tour 
was  completed.  Leave  this  item  blank  if  the  applicant  has  not  worked 
overseas. 

a.  TYPE  -  Element  (52)  -  Enter  one  of  the  following  codes  to 
identify  type  of  overseas  tour: 

(1)  C  -  U.S.  Government  Civilian  Employee 

(2)  M  -  Military  Member  of  U.  S.  Armed  Forces 

(3)  P  -  Employee  of  firm  under  contract  to  U.S. 

(4)  0  -  American  citizen  working  in  overseas  location  in 
capacity  other  than  the  three  listed  above. 

b.  COUNTRY  -  Element  (53)  -  Enter  the  appropriate  two- 
character  coun  try  code  from  Appendix  C  for  the  country  in  which 
applicant  was  employed.  (NOTE:  If  other  than  country  code  listed  in 
Appendix  C,  enter  00  in  this  element.} 

c.  COMPONENT  -  Element  (54)  -  If  the  registrant's  type  of 
overseas  tour  is  C  or  M,  enttr  the  Code  from  Appendix  C  for  the 
component  of  the  Service  in  which  employed.  Leave  this  element  blank 
if  the  type  of  overseas  tour  is  P  or  0. 

d.  DATE  DEPARTED  AND  RETURNED  -  Element  (55)  -  Enter  the  year 
and  month  that  the  registrant  departed  the  United  States  in  the  first 
four  spaces.  Enter  the  year  and  month  the  registrant  returned  to  the 
United  States  from  his/her  last  overseas  tour. 


I 
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EXAMPLE:  Registrant's  last  overseas  tour  was  with  the 

Army  as  a  Federal  Civil  Service  employee  in  Germany.  Registrant 
departed  the  U.S.  in  October  1976  and  returned  in  October  1979: 


ITEM  }  •  LAST  OVIMU5  TOU*  •  if  mm,  In*.  kUM. 


COUNTNV 


(51) 


COMMON* NT  . . . . . . . 


HD 


OAT*  D*  P  A  KT  KD  And  DATK  MTuRMlO  **>»KCT  IVtLV  -  tNTtP  V*AR  ANO  MONTH  (35) 


vw  mo _ rm 


E 

6  1  1 

0_ 

a 

Figure  8-6.  Sample  last  overseas  tour. 

4.  ITEM  4  -  FEDERAL  CIVILIAN  SERVICE  -  Elements  (56)  to  (58)  - 
This  item  is  to  be  completed  for  reinstatement  eligibles  only," 

a.  C  OM  PON  EN T  -  Element  (56)  -  Enter  the  appropriate  code  from 
Appendix  C  to  indicate  which  d6d  component  or  Federal  agency  employed 
the  registrant  at  the  time  of  the  registrant's  last  separation. 

b.  TOTAL  MONTHS  SERVICE  -  Element  (57)  -  Enter  the  total 

creditable  number  of  months  oT  Federal  civilian  service  as  a  three- 
digit  number  using  zeroes  as  necessary.  For  example:  7  months  of 

Federal  civilian  service  would  be  coded  007,  or  38  months  coded  as 
038. 


c.  YEAR  SEPARATED  -  Element  (58)  -  Enter  the  last  two  digits 
of  the  calendar  year  in  which  the  registrant  was  last  separated  from 
Federal  civilian  service. 

EXAMPLE:  Registrant  was  separated  from  McClellan  Air 
Force  Base  as  a  civilian  employee  in  1981  and  has  6  years,  4  months 
creditable  Federal  civilian  service: 


Figure  8-7.  Sample  Federal  civilian  service. 
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B.  SECTION  0  -  REGISTRANT  AND  CIVILIAN  PERSONNEL  OFFICIAL'S 

CERTIFICATION 

1.  In  order  to  assure  that  an  individual  is  aware  of  the 
obligations  for  registration  and  that  the  registration  form  itself  has 
been  properly  coded  and  reviewed,  this  Section  requires  the  signatures 
of  the  registrant  and  the  Civilian  Personnel  Official  responsible  for 
registering  the  applicant. 

2.  The  signature  certifies  that  the  registrant: 

a.  Has  been  counseled  by  the  Civilian  Personnel  Official. 

b.  Understands  the  need  to  keep  the  registering  Civilian 
Personnel  Office  informed  of  the  current  address  and  telephone  number 
so  that  contact  can  be  made  concerning  job  offers. 

c.  Has  reviewed  the  skills  and  locations  for  which 
registered . 

d.  Is  willing  to  accept  any  one  of  the  grade  levels,  skills, 
and  locations  for  which  registered. 

e.  Will  respond  immediately  to  a  job  offer  as  a  result  of  the 
^  registration. 

f.  Understands  that  one  valid  declination  will  result  in 
removal  from  the  Priority  Placement  Program. 

3.  The  signature  of  the  Civilian  Personnel  Official  certifies 
that  he/she: 


a.  Has  counseled  the  registrant. 

b.  Has  reviewed  the  entire  registration  form  for  correct  and 
complete  coding  of  each  applicable  item. 

c.  Concurs  in  the  area  selections  and  skills  for  which  the 
registrant  is  to  be  referred  as  those  which  would  provide  the  best 
opportunities  for  employment  offers. 


> 
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F.  SECTION  E  -  AREA  OF  REFERRAL  -  Separate  provisions  are  made  for 
completing  area  of  referral  data  in  the  PPP  and  the  OEP.  The 
following  procedures  should  be  applied,  in  detail,  to  assure  proper 
registration  and  referral  of  registrants  for  the  desired  selected 
areas.  (For  specific  restrictions  on  area  of  referral  for  special 
program  registrants,  see  the  appropriate  appendix.) 


a.  Policy  to  be  used  in  determining  area  of  referral  is  found 
in  Chapter  3,  paragraph  3  of  this  manual.  (Overseas  activities  refer 
to  Chapter  6,  paragraphs  B4  and  C4). 


b.  The  PPP  provides  the  capability  to  effect  registration  of 
eligible  employees  for  placement  consideration  at  individual  DoD 
activities  or  all  DoD  activities  within  a  state(s),  region(s),  or 
zone(s).  The  civilian  personnel  office  must  make  the  determination  as 
to  which  area  of  selection  will  provide  adequate  placement 
opportunities.  There  must  be  reasonable  assurance  that  the  employee 
will  accept  an  offer  from  any  DoD  activity  within  the  broad  areas 
(state(s),  region(s),  zone(s))  before  such  registrations  are 
effected.  Any  time  the  area  of  referral  extends  beyond  policy  covered 
in  Chapter  3,  the  registration  form  will  be  annotated  to  show  that 
coordinator  approval  was  obtained. 


c.  When  a  registrant  fails  to  receive  an  offer  after  a  period 
of  registration  and  the  registering  activity  determines  that  it  is 
unlikely  that  an  offer  will  be  received  because  of  the  size  of  the 
original  area  of  cons ideration  or  the  employee's  restriction  as  to 
availability,  positions,  locations  or  acceptable  grade  levels,  the 
employee  will  be  counseled  on  alternative  methods  of  increasing 
placement  opportunities.  The  civilian  personnel  office  may,  with  the 
registrant's  approval,  revise  registration  data  at  any  time  consistent 
with  the  determination  as  to  the  appropriate  area  of  consideration. 


d.  DoD  Manual  1400.20-2  contains  descriptions  of  DoD 
locations  by  assigned  activity  codes  and  by  State,  Region  and  Zone. 
The  descriptions  and  assigned  activity  codes  will  be  used  to  assist  in 
the  counseling  and  registration  of  employees  in  the  Program. 
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e •  PART  A,  ITEM  1  -  Area  Select  -  Elements  (59)  through  (69) 

(1)  The  following  four  zones  are  established  for 
registration  purposes: 

ZONE  CODE  DoD  DESIGNATED  REGIONS 


1  1  Boston,  Philadelphia,  and  New  York  Regions,  including 

the  Washington,  DC  Metropolitan  Area. 

2  2  Atlanta  and  Dallas  Regions  (Atlanta  Region  includes 

Puerto  Rico  for  management  purposes  but  not  for 
referral  coding  purposes.) 

3  3  Chicago  and  St.  Louis  Regions 

4  4  Seattle,  San  Francisco,  and  Denver  Regions  (Seattle 

Region  includes  Alaska,  and  San  Francisco  Region 
includes  Hawaii  for  management  purposes  but  not  for 
referral  coding  purposes.) 

NOTE:  Caution  should  be  exercised  in  the  coding  of  the  area  of 

referral  to  avoid  duplication  resulting  from  selection  of  zone(s), 
region(s),  state(s),  and  individual  activities  which  are  included  in 
the  same  geographical  area.  Duplication  of  geographical  areas  will  be 
rejected  by  the  computer.  The  only  exception  to  this  is  the  coding  of 
selections  for  Alaska,  Hawaii,  and  Puerto  Rico  as  shown  in  paragraph 
f ( 2 )  below. 

(2)  ZONE  SELECTIONS  -  Element  (59)  -  Four  spaces  are 
provided  for  Zone  Selection.  Codes  1,  2,  3,  or  4  identify  the  four 

different  zones  and  are  the  only  codes  authorized  for  use  in  these 
spaces.  Enter  1,  2,  3,  or  4  in  Zone  Selection  spaces  from  left  to 
right.  Use  these  spaces  only  when  there  is  reasonable  assurance  that 
the  registrant  will,  in  fact,  accept  employment  at  any  DoD  activity 
within  the  zone  or  zones.  When  a  zone(s)  is  selected,  regions,  states 
or  individual  activities  within  the  selected  zones(s)  (with  the 
exception  of  Alaska,  Hawaii,  or  Puerto  Rico)  are  not  to  be  coded. 
When  nationwide  registration  is  authorized  by  the  Zone  Coordinator, 
all  four  zones  will  be  coded.  Nationwide  registration  does  not 
include  Alaska,  Hawaii,  and  Puerto  Rico  activities.  Those  would  have 
to  be  entered  by  separate  state,  commonwealth,  or  activity  selections. 
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(Chap  8,  Para  Fle(2),  cont'd) 

EXAMPLE:  A  civilian  personnel  office  in  Zone  2  has  determined 
that  Zone-wide  registration  is  necessary  and  the  employee  indicates  a 
willingness  to  accept  employment  at  any  activity  in  Zone  2. 
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Figure  8-8.  Sample  area  of  referral  zone  selection. 

EXAMPLE:  A  Civilian  Personnel  Office  in  Zone  1  believes  few 
vacancies  for  registrant's  skills  are  likely  to  exist  in  Zone  1  and 
the  area  of  consideration  should  be  expanded  to  include  all  Zone  3 
activities.  Employee  agrees  all  these  activities  would  be  acceptable 
and  Zone  Coordinator  approval  has  been  obtained. 
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Figure  8-9.  Sample  area  of  referral  zone  selections,  expanded. 

(3)  REGION  SELECTIONS  -  Element  (60)  -  Ten  two-character 
spaces  are  provided  for  Region  Selections.  Following  are  the  codes 
authorized  for  use  in  these  spaces: 


BN  -  Boston  Region 
NY  -  New  York  Region 
PH  -  Philadelphia  Region 
AT  -  Atlanta  Region 
DA  -  Dallas  Region 


CH  -  Chicago  Region 
SL  -  St.  Louis  Region 
DE  -  Denver  Region 
SF  -  San  Francisco  Region 
SE  -  Seattle  Region 


NOTE:  Region(s)  may  be  selected  by  entering  the  appropriate  two- 

character  region  code  in  the  spaces  provided  from  left  to  right. 
Region  spaces  will  be  coded  only  when  the  employee  agrees  to  accept 
employment  at  any  activity  within  a  region(s).  Regions  within  a  Zone 
already  coded  in  Element  (59)  are  not  to  be  coded.  States  or 
individual  activities  within  the  selected  region(s)  with  the  exception 
of  Alaska,  Hawaii,  and  Puerto  Rico  are  not  to  be  coded. 

EXAMPLE:  A  civilian  personnel  office  in  Utah  has  determined 

an  employee  should  be  registered  for  all  activities  within  the  Denver 
Region  and  the  employee  agrees  that  all  these  activities  are 
acceptable . 
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Figure  8-10.  Sample  area  of  referral  region  selection. 
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(Chap  8,  Para  Fle{3),  cont'd) 

EXAMPLE:  Registrant  in  Zone  1  is  to  be  registered  for  all  DoD 
activities  in  Zone  1  and  Zone  Coordinator  has  approved  registration 
for  all  activities  in  the  Chicago  Region  as  well. 


tONC  tCkCCTIONl  .... 
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Figure  8-11.  Sample  area  of  referral  zone  and  region  selections. 

(4)  STATE  SELECTIONS  -  Elements  (61)  and  (62)  -  Any 
number  of  states  up  to  28  may  be  selected  by  using  the  two-character 
alpha  state  codes.  Except  for  Alaska,  Hawaii,  and  Puerto  Rico,  a 
state  may  not  be  selected  if  the  zone  or  region  in  which  the  state  is 
located  has  been  selected  in  element  (59),  Zone  Selections,  or  Element 
(60),  Region  Selections.  When  a  state  is  selected,  individual 
activities  within  that  state  may  not  be  selected  in  Item  2 
INDIVIDUAL  ACTIVITY  SELECTIONS. 

EXAMPLE:  Registrant  at  activity  located  in  Florida  is  to  be 

registered  for  all  DoD  activities  within  the  state  of  Florida  and  will 
accept  employment  at  any  DoD  activity  within  that  state. 
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Figure  8-12.  Sample  area  of  referral  state  selection. 

EXAMPLE:  Registrant  from  an  activity  in  the  Atlanta  Region, 
State  of  Tennessee,  is  to  be  registered  for  all  DoD  activities  within 
the  states  of  Tennessee  and  Kentucky. 
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Figure  8-13.  Sample  area  of  referral  state  selections. 

(5)  Component  -  Element  (63)  -  If  restriction  to  limit 

referral  to  a  single  component  only  Ts  desired,  that  component  code 
should  be  entered  in  Element  (63).  If  no  restriction  is  desired, 
leave  Element  (63)  blank.  Authorized  component  codes  are  listed  in 
Appendix  C  and  only  these  codes  may  be  used. 
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EXAMPLE:  Registrant  from  Grissom  Air  Force  Base  is  to  be 

registered  for  all  component  activities  (Air  Force)  in  the  Chicago 
Region. 
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Figure  8-14.  Sample  area  of  referral  region  and  component 
selections . 


EXAMPLE:  Registrant  from  Puget  Sound  Naval  Shipyard  is  to  be 
registered  for  all  component  activities  (Navy)  in  the  Seattle  Region 
and  the  State  of  Alaska. 
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Figure  8-15.  Sample  area  of  referral  region,  state,  and  component 
selections. 


f .  PART  A,  ITEM  2  -  INDIVIDUAL  ACTIVITY  SELECTIONS  -  Elements 
(64)  through  (69) 

(1)  Space  is  provided  to  register  for  referral  to  a 
maximum  of  60  different  individual  DoD  activities.  The  four-character 
activity  codes  assigned  in  DoD  Manual  1400.20-2  are  to  be  used  to 
indicate  individual  activity  selections.  You  must  complete  each 
activity  line  with  ten  codes  before  proceeding  to  the  next  line. 

EXAMPLE:  Registrant  from  Fort  McPherson  (311A)  is  to  be 
registered  for  activities  314A,  330A,  338A,  367A,  and  386A  in  addition 
to  Fort  McPherson. 


ITEM  2 

(64) 


INDIVIDUAL  ACTIVITY  SELECTIONS  -  Enter  Appropriate  4  digit  code  froti  Do  DM  1400.20-2  for  individual  activity  selection*. 


3  l  3 

”a[3  i  4 

a  3  : 

o 

a 

0 

3  ^ 

3  A  J  3 

6 

7  A  3 

8 

5|a| 

q: 

IL 

3! 

TL 

tl 

Figure  8-16.  Sample  area  of  referral  individual  activities 
selections . 
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(Chap  8,  Para  F 1 f  ( 2 )  ) 

I 

( 2 )  Selection  of  Activities  in  Alaska,  Hawaii,  and  Puerto 
Rico .  Referral  to  activities  Tn  Alaska ,  Hawaii ,  and  Puerto  Rico  may 
only  be  accomplished  by  selection  of  the  State  or  Commonwealth  when 
referral  to  all  activities  in  the  State  or  Commonwealth  is  desired,  or 
by  selection  of  the  individual  activities  desired.  The  selection  of 
Zone  4  or  the  San  Francisco  Region  will  not  provide  referral  to  Hawaii 
activities.  Selection  of  Zone  4  or  the  Seattle  Region  will  not 
provide  referral  to  activities  in  Alaska.  Selection  of  Zone  2  or  the 
Atlanta  Region  will  not  provide  referral  to  activities  in  Puerto 
Rico.  Whenever  placement  consideration  is  desired  for  all  activities 
in  Alaska,  Hawaii,  or  Puerto  Rico,  the  appropriate  State  or 
Commonwealth  code  (AK  -  Alaska,  HI  -  Hawaii,  RQ  -  Puerto  Rico)  must  be 
entered  in  Element  (61)  or  (62).  When  consideration  is  desired  for 
only  specific  activities  in  Alaska,  Hawaii,  or  Puerto  Rico,  the 
selection  of  the  individual  activities  must  be  coded  in  Item  2, 
Individual  Activity  Selections,  Elements  (64)  through  (69),  but  the 
state  or  commonwealth  must  not  be  coded  in  Element  (61)  or  (62)  in 
that  instance. 

2 .  PART  B  -  Overseas  Employment  Program  (OBP) 

a.  Part  3  of  Area  of  Referral  will  be  coded  only  for 

registrants  in  the  OEP.  This  Part  is  used  to  identify  country 

selections  and  to  limit  referral  to  a  single  component's  activities 
|  within  the  country  or  countries  selected. 

(1)  Persons  employed  within  the  DoD  may  register  for  any 

skill  -  pay  group,  series,  grade,  option  (if  any)  for  which  fully 
qualified  and  for  any  country  listed  with  that  skill  -  which  has  been 
entered  by  their  own  component  on  the  current  OEP  Acceptance  List  or 
current  Positive  Recruiting  List,  and  for  skills  entered  by  other 
components  on  either  list  which  are  available  to  all  registrants. 
Eligible  applicants  from  other  Federal  agencies  and  reinstatement 

eligibles  may  register  in  the  OEP  only  for  skills  reflected  on  the 
above  lists  which  are  available  to  all  registrants. 

(2)  All  registrants  must  be  fully  qualified  for  the 

positions  and  grade  levels  for  which  registered. 

(3)  Each  country  selected  must  be  represented  on  the 
current  OEP  Acceptance  List  or  Positive  Recruiting  List  for  one  of  .he 
positions  and  grade  levels  for  which  an  applicant  is  being  registered. 

(4)  If  the  registrant  moves  to  another  Federal  activity 
or  becomes  unavailable,  the  registering  Civilian  Personnel  Office  will 
submit  Item  1,  Part  A,  DD  Form  1820,  Report  Action  Code  11,  to  DDSC 
via  telephone  to  remove  the  registrant  from  the  Program.  If  telephone 
is  not  available  or  practical,  such  action  shall  be  submitted  by 
electrical  message  or  air  mail. 


> 
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b.  Component  -  Element  (70)  -  This  space  may  be  coded  to 

limit  referral  to  overseas  activities  within  a  single  component  in  the 
country  or  countries  selected  only  when  at  least  two  components  have 
the  same  skill  on  the  current  OEP  Acceptance  List  or  Positive 
Recruiting  List  preceded  by  a  pound  sign  (#)  and  the  applicant  desires 
referral  to  only  one  of  the  components.  Leave  this  space  blank  when 
registrant  is  eligible  for  and  willing  to  be  referred  to  more  than  one 
component . 

The  authorized  codes  are: 

A  -  Army 
N  -  Navy 
F  -  Air  Force 

S  -  Defense  Logistics  Agency 

c.  Country  Selections  -  Elements  (71)  and  (72)  -  Space  is 

provided  for  selection  of  not  more  than  28  overseas  locations. 
Authorized  two-character  alpha  country  codes  are  listed  on  the 
Registration  Form,  and  in  Appendix  C  and  on  the  Acceptance  List  and 
Positive  Recruiting  List.  Only  these  authorized  codes  may  be  used. 
Use  of  codes  other  than  the  established  codes  will  result  in  rejection 
of  the  registration  by  the  computer. 

EXAMPLE:  Registrant  desires  referral  to  and  will  accept 

employment  in  England,  Germany,  France,  or  Spain.  Each  country 
selected  is  represented  on  the  current  OEP  Acceptance  List  or  Positive 
Recruiting  List  for  one  of  the  positions  and  grade  levels  for  which  an 
applicant  is  being  registered. 
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Figure  8-17.  Sample  area  of  referral  overseas  country  selections. 


EXAMPLE:  Registrant  desires  referral  to  and  will  accept 
employment  at  Navy  activities  only  in  Guam  and  the  Philippines.  Each 
country  selected  is  represented  on  the  current  OEP  Acceptance  List  or 
positive  Recruiting  List  for  one  of  the  positions  and  grade  levels  for 
which  the  registrant  is  being  registered. 
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Figure  8-18.  Sample  area  of  referral  component  and  overseas  country 
selections . 
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DEPARTMENT  OF  DEFENSE 

PROGRAM  FOR  STABILITY  QF  CIVILIAN  EMPLOYMENT  REGISTRATION 


SECTION  A  -  PERSONAL  DATA • COMPLETE  EOR  ALL  PROGRAMS 


REGISTERING  ACTIVITY  MAILING  ADDRESS  AND  TELEPHONE  SL'MBER' 

ADDRESS  CCMMAXjE? 

63  MSSQ/MSCS-3 

irortcn  A73  CA  92^09-59^5 

REGISTERING  ACTIVITY  AC’TOVON  NUMBER  876-65^7  EXT 

AREA  CODE  COMMERCIAL  NUMBER  71^-382-651*7  EXT: 


ITEM  l  •  PROGRAM  -  enter  code  to  indicate  applicable  Program  registration  •  tee  Pan  II.  Oiapter  l,  Do  DM  1400.20- 1 


ITEM  :  -  REGISTERING  \CT!V1TY  CODE  ■  enter  applicable  code'  from  Do  DM  1400.20-2  . 


oocj**cn»  lOCNTipita 


rn  pork  ]J17  niiacu  00  eo*«  t»i*»  u*  00  »o*«  ao  ■»  m  mi  t«ogwo  at  niihhd. 
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Figure  8-19,  Sample  Registration  Form 
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mEM  t  •  JIQAL  AtAUflS  -  cater  ¥  fat  Yea  w  K  la  No  a  aAttu*  akriWf  it|i straat  lui  (rtti«*A  M)  special  i>w4  aiia  ikt  U41  10  fears 
ek'rt  is  frfuam  a  Ac  psimaali)  la  olud  W  i#  rrfiaiaa|  -  are  Pan  U,  OiflR  I.  DaOM  1408.M  _ _ 


ITEM  7  •  DEMOTION  T1THOLT  PERSONAL  CAUSE  ea«*i  Pay  Groap.  Sretca,  G <Ur  sal  Tide  mt  Paaioaa  litsa  aP.cb  AraeuA  r  p - w  a 

*o*»r»A*'  Leave  An  lira  Uaak  (I)  if  Ac  regranaai  U>  mm  bee*  AaawA  wiAaa*  pcraaai 
Las  already  bee*  irpnawid  a  Ac  grade  previoasly  brld.  See  Pan  D,  CMfur  1.  Da  DM  140 


AAV  GAOUA.  ICRiCS.  CR*OE  AND  COAAONtat 


PQ»iT|Qm  TlTcC 


ITEM  i  *  RESERVE  TECHNICIAN  -  icgiaUaai  is  ttaiativeiy  eligible  (at  atd  ailliag  to  actively  participate  aa  a  Reserve  Trcbaiciaa  aa  a  caadiba 
'  of  employ*  rat  -  tec  Pan  U,  Chapter  1.  Do  DM  1 400.20*  L  Eater  Y  lor  Yea  ar  N  lor  No . . . 


ITEM  9  -  DISPLACED  EMPLOYEE  PROGRAM  ■  rater  Y  lor  Yea  or  N  for  No  to  iadicate  wbcAet  regiatraoi  is  rabdrd  placrmeat  oasistaarc  aarcr 

Me  Civil  Service  Commiaaioa  DEP  •  acc  Part  H,  Chapter  1,  Do  DM  1400.20-1  - 


ITEM  10  •  JOB  EXPERIENCE  -  radicate  work  etperieace  gataed  a  laai  3  yaara  (abbreviate  i(  accessary).  idraufy  •start  af  eotk  ia  obicb  eapcnca 
-  See  Pan  11,  Chapter  1.  Do  DM  1400.20-1 


liiiiiiiiieiiiiiaiiiiliiiiiiiiiiiiiiiilHl 


ITEM  >1  -  SKILLS  -  complete  Skill  1.  and  Skills  2  A  rough  *>  if  applicable,  (or  Priority  Plarrmrai  Program.  Complete  Skill  1,  aod  Skills  2  amd  3  if  applicable,  lor  Overseas 
Employ  meor  Program  rrgiirretroet  -  ace  Parr  li,  Cbapccr  1,  Do  DM  14 00.20-1 
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Figure  8-19  (continued) 
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S  COMPLETE  FOR  PRIORITY  PLACEMENT  PROGRAM  REGISTRANTS  ONLY 


SEPARATION  PATE  OR  EFFECTIVE  DATE  Of  CHANGE  TO  LOWER  GRADE  ■  . 


|STI»  V  E  A  A  .  MONT"  A**0  0* 


RELEASE  DATE  ■  •«  Pan  U.  Chafer  1,  OoCM  1400.20-1 


nasa 


C«re*  *14*.  MONTH  An O  OA 


PRIORITY  -  tee  Pan  II.  Chapter  1.  DoOM  1400.20-1  . . . . . . . — .  144) 


OVERSEAS  COUNTRY  LOCATION  <0*eraea*  Employee*  Only)  eater  appropriate  coMe  tar  caaay  Hot  rrinnai  ia  |—  y  -| 

cwtredy  employed  -  ut  Pan  □,  Chapter  I,  Do 04  1400.20-1 _ „ _ _ _ _ _ _  (47)  1  ( 


RETURN  RIGHTS  rOver.ea*  Employ***  Ooly)  . 

RNTCA  y  ao*  »E1  OR  n  »0"  NO  to  inOiCATe  whRThCR  registrant  HAS  ARTuMN  Right*  . . . . . . . .  (40)  I  I 

IA  REGISTRANT  HAS  RRTuRN  RIGHTS  TO  ON  AAS  RECRUITED  FROM  ALASKA.  ON  HAWAII,  OR  RuCRTO  RlCO  «HT*R  ak.  |  I  I 

OR  Ml.  OR  AA  AS  AARAORRlATt _ _ _ (40)  I  I  I 


I  C  -  COMPLETE  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REGISTRATIONS  ONLY 


-  RE  EMPLOYMENT  RIGHTS  REQUIRED  •  eater  Y  (or  Too  or  N  lor  No  (ft  indicate  «4«k«r  regiat/mat  wiU  accept  topMyorai  f  T 

ai  ao  oversea*  tocaiioo  «4*»  re-emptoymeat  n^u  ooold  oot  b*  pranced  •  in  Pan  U,  Chapter  I.  DoOM  1400,20-1  (SO) 


REDUCTION- IN -FORCE  •  eoeer  Y  (or  Yra  or  N  for  No  to  iadicate  whether  registrant  ia  carrrady  it  receipt  ol  o  RjF  notice  adeiaiog  »Uia  f  I 

pending  separation  or  change  to  lower  grade;  or,  baa  been  aeparoied  by  RIF  -a*e  Pan  11,  Chapter  1,  DoOM  1400.20-1 . .  (11)  1 


1-1  Q 


LAST  OVERSEAS  TOUR  -  'I  none,  leave  blank.  See  Pan  II,  Chapter  1,  DoDM  1400.20-1  hr  iaaovcoaoa  ao  camp  I  a  woo  of  *ia  n 
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total,  months  scAvce  . . . . . . . . . . . . . . . . . 


on 

'"□ii 


0  -  REGISTRANT  AND  CIVILIAN  PERSONNEL  OFFICIAL’S  CERTIFICATION 


Civilian  ACRSOTNRCc  oPa^ialS  Signature 


Figure  8-19  (continued) 
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SECTION  £  ARE  A  OF  REFERRAL 


PART  A  COMPLETE  FOR  PRIORITY  PLACEMENT  PROGRAM  IN  ACCORDANCE  *»TH  PART  U.  CHAPTER  l.  Do  DM  1*00.  *C-l 


TFil  1  •  AREA  SELECT 


A.  Selection  ot  tfin  which  referral  i»  desired  >a  Ac  Prionry  Placement  Program  by  Zooets).  Region- tt  *nd  S*atef  n  aav  be  indicated  ,o  spaces  provided  bv  rn 
•  it  cades  wfleewd  is  legend  below.  Region,  s)  selections  msr  no(  be  made  if  Ji€  Zon  t<  s  >  m  which  die  Repaaesr  ■>  located  it  selected.  Seams!  teiecnom  way 
if  A*  Zo«ct  it  or  Region  s>  >n  which  Ac  Sums)  located  is  select*'* 

B.  If  refereal  is  desired  <o  component  tcutipci  onlv  within  arcais)  selected,  enter  appeopfiair  code  >•  COMPONENT. 

C.  SeJecno*  <»/  I.NDIVIDt  AL  C®D  activities  will  be  made  by  entering  dte  appropriate  four- digit  code  m  lira  -  •  INDIVIDUAL  ACTIVITY  SELECTIONS. 


IOnI  SElECt. qnS 


*bg<on  iii.ect.ONi 


,60,  Si  F 


—  —  — 1 — 

LLLlj 


ITA'I  iCLC'iOvt 


»T*T|  SELECTIONS  .  . 


<60  0  ,  H  1 


IS  9  20  2  •  22  23  2a  25  26 


LEGEND  FOR  ZONE,  REGION  AND  STATE  CODFb 


I  •  ZONE  > 

»*  BOSTON  RfC 
CT  Csnnecticui 

MC  -  Maine 
MA  •  Massachusetts 
NM  ■  New  Hamashirt 
Rl  -  Rhode  talon* 

VT  •  Venuoni 
NY  -  NCR  YORK  RCC 
Nj  •  New  Jersey 
NY  New  Ysrk 


PN  PHILADELPHIA  RtO 
Of  -  Delaware 
MO  -  Maryland 
PA  -  Penney. «eme 


OC  -  Diet  of  Columbia 
i  ZONK  l 
AT  •  ATLANTA  Rf3 
AL  -  Alabama 
FL  Piof.de 


CA  •  Georgia 
KY  •  Kentucky 
MS  -  Mississippi 
NC  North  Carolina 
SC  -  South  Carolina 
TN  •  Tennessee 
PR  •  Puerto  Rico 

da  Dallas  rec 

aR  -  Arkansas 

LA  -  Louisians 
NM  •  New  Mssiea 


OK  Oklahoma 
TX  Teiae 
J  ZONE  i 

ch  Chicago  rec 

IL  Illinois 
tN  ■  Indiana 
Ml  -  Michigan 
MN  Minna  tots 
OH  Ohio 
«t  ■  Wiecsntm 


SL  •  ST  LOUIS  REG 


|B  ZONE*"* 

DC  DENVER  RFG 
CO  •  Ciiorsdo 
MT  -  Monrana 
NO  -  North  Daaate 
SD  South  Oaaotr. 


SAN  FRANCISCO  REG 
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Ester  appropriate  two-digit  codelt)  (or  country!  s)  ■«  which  registrant  would  actually  accept  employment  which  art  reflected  with  registrant's  skills  on  cutrent  OEP  Acceptance  or 
Positive  Recruiting  Lists.  Each  skill  coded  us  Section  A,  I  tea  11.  must  be  represented  by  ot  least  one  couotry  selection.  Emtt  appopnaie  code  io  COMPONENT  if  tegntraot 
desire •  a  restrict  hit  referral  to  so  tadividusl  component. 


COMsonthT - - — _ 


COUNTRY  SELECTIONS  ... 


COUNTRY  SRLECT^nS  — 


COUNTRY  LEGEND 


AK  -  Alaska 
AS  •  Australia 
A2  ■  Arsraa 
BE  ■  Bel  giuas 


CA  ■  Caoada 
PQ  ■  Canal  Em 


CODE 
CR  •  Crate 
CU  -  Cuba 
DA  •  Panel  ark 
UE  ■  England 
ET  -  Ethiopia 
PR  ■  Prance 
GE  ■  Germany 
CR  •  Greece 


GO  •  Guam 
HI  -  Hawaii 
|C  ■  leal ««d 
IR  •  Iran 
IT  •  Half 
JA  •  /open 
KS  Korea 
LB  Labrador 


LA  Laae 
LY  •  Libya 
MV  -  Manana  Island* 
MO  -  Midway  let  and 
MO  ■  Mafaceo 
ML  Nctberlonda 
NV  Newfoundland 
NO  •  Norway 


Of  -  Okinawa 
PK  Pakistan 
RM  •  Msskiw 
PO  -  IhwsiQpl 
PR  •  Puerto  Rico 
SA  .  S»«e i  Arob»s 
SD  Sc  oi  I  and 
SP  Seam 


TH  -  Th«,i»nd 
TD  Tnnidad 
TU  -  Tg.kay 

EG  Unned  Arab  Republic 
VS  Vietnam 


Figure  8-19  (continued) 
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CHAPTER  9 

INSTRUCTIONS  FOR  COMPLETING  THE  FILE  MAINTENANCE  FORM 


A.  FILE  MAINTENANCE 

1.  DD  Form  1819,  is  used  to  change,  add  or  delete  registration 
data  for  all  programs  If  a  person  is  registered  in  more  than  one 
program  (one  of  which  must  be  Overseas  Employment  Program),  a  File 
Maintenance  form  must  be  completed  for  each  program.  The  Social 
Security  Number,  Program  Code,  Registering  Activity,  and  registrant's 
name  must  be  entered  at  the  top  of  each  form  for  any  data  changes.  A 
sample  DD  Form  1819  is  shown  at  end  of  this  chapter. 

2.  Social  Security  Number,  Program  Code,  and  Registering  Activity 
Code  cannot  be  changed  by  file  maintenance  ("S"  Program  exception  is 
covered  in  Appendix  I).  To  make  changes  to  those  three  elements,  the 
registrant  must  be  deleted  from  the  Program  by  submission  of  Report 
Action,  Code  11,  Removal  -  CPO  Request,  along  with  a  new,  correctly 
coded,  and  completed  DD  Form  1817. 

B.  CODING  INSTRUCTIONS 

DD  Form  1819  provides  spaces  for  changing,  adding  or  deleting 
informational  and  skills  data.  When  coding  any  element  of  data,  use 
the  same  number  of  spaces  that  would  be  used  on  DD  Form  1817, 
including  blank  spaces  where  appropriate.  To  change  more  than  five 
elements  of  informational  data,  additional  File  Maintenance  Forms  must 
be  submitted.  The  reverse  side  of  the  form  is  for  making  changes  to 
the  area  of  referral.  Any  time  a  single  change,  addition  or  deletion 
is  made  to  the  area  of  referral,  the  entire  area  of  referral  must  be 
recodecT  Failure  to  recode  the  entire  area  of  referral  will  result  in 
the  registrant's  skills  being  referred  only  to  the  activities  coded  on 
the  File  Maintenance  Form. 

1.  Any  time  a  single  entry,  other  than  a  signature,  is  made  on 
either  or  both  sides  of  DD  Form  1819,  the  Social  Security  Number, 
Program  Code,  Registering  Activity  Code  and  the  registrant's  name  must 
be  entered  in  the  spaces  provided  at  the  top  of  the  form. 

a.  Social  Security  Number  -  Enter  the  registrant's  Social 
Security  Number  as  it  appears  on  the  DD  Form  1820,  Resume  Audit. 

b.  Program  Code  -  Enter  A  for  Priority  Placement  Program;  B 
for  Overseas  Employment  Program;  C  for  the  Air  Force  Status  Quo 
Program;  D  for  the  Army  Military  Technician  Program;  F  for  the  Army 
Family  Member  Priority  Placement  Program;  K  for  National  Guard 
Technician  Employment  Program;  G  for  the  National  Guard  Technician 
Disability  Placement  Program;  R  for  DoD  Placement  Plan  for  Employees 
Under  Grade  Retention;  or  S  for  Military  Spouse  Preference  Program. 

I 
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c.  Registering  Activity  Code  -  Enter  the  4-character  activity 
code  assigned  to  the  registering  activity  as  contained  in  DoD  Manual 
1400.20-2.  The  only  time  you  can  change  a  registering  activity  code 
by  file  maintenance  is  for  the  Military  Spousal  Preference  Program 
(instructions  contained  in  App  I). 

d.  Name  -  Enter  the  registrant's  last  name  and  as  many 
characters  o?  the  first  name  and  middle  initial  as  spaces  allow. 
Leave  one  blank  space  between  each  segment  of  the  name.  If  attempting 
to  correct  spelling  of  a  name  or  processing  a  name  change,  show 
incorrect  spelling  at  top  and  enter  element  number  (04)  and  correct 
spelling . 


2.  Change,  Add,  or  Delete  Informational  Data  -  First,  identify 
the  element  number  for  the  changed  data  on  DD  Form  1817,  Registration 
Form,  and  enter  that  element  number  in  the  spaces  entitled  "Element 
Number".  Then,  enter  the  new  data.  Only  data  applicable  to  one 
element  number  may  be  entered  on  each  line.  The  newly  entered  data 
will  blank  out  the  previous  data  for  that  element.  In  effect,  new 
data  overlays  the  formerly  registered  data.  New  data  may  be  added  for 
elements  where  none  existed  before  by  the  same  process.  To  delete 
data,  the  element  number  is  entered  and  the  spaces  following  are  left 
blank.  The  overlay  of  empty  spaces  blanks  out  the  data  registered. 

3.  Change,  Add  or  Delete  Skills  Data  -  Skills  for  the  PPP  are  j 

limited  To  five,  Element  Numbers  37  through  41.  Skills  for  the  OEP 
are  limited  to  three,  Elements  37,  38  and  39.  Only  these  numbers  of 

skills  may  be  registered,  changed,  added  or  deleted.  When  changing  or 
adding  to  an  existing  skill,  the  element  number  must  be  entered, 
followed  by  the  pay  group,  series,  options  (if  appropriate),  high 
grade,  low  grade,  years  of  experience,  and  high  grade  held  -  even 
though  only  one  part  of  the  skill's  line  is  to  be  changed.  To  delete 

a  skill,  enter  the  element  number  and  leave  remaining  spaces  blank. 
The  computer  automatically  moves  up  any  skills  that  follow  one  being 
deleted.  For  example,  if  a  PPP  registrant  has  entries  in  elements  37, 
38,  39  and  40,  and  deletes  element  38,  skill  line  39  becomes  38  and 
skill  in  40  becomes  element  39.  You  can  see  why  it's  so  important 
that  changes,  additions  and  deletions  are  made  based  on  current 
registration  data  (last  Form  1820  resume  received  from  DDSC). 

4.  A  combination  of  changes,  additions,  or  deletions  may  be 
submitted  on  one  DD  Form  1819.  The  only  time  more  than  one  DD  Form 
1819  is  required  is  when  more  than  five  elements  of  data  are  being 
changed  or  changes  are  being  made  for  registrants  registered  in  more 
than  one  program. 

5.  Certification  -  The  civilian  personnel  official  submitting  the 
DD  Form  1819  will  sign  and  date  the  certification  on  the  front  of  the 
form.  In  addition,  the  civilian  personnel  official  completing  the 
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form  should  attempt  to  obtain  the  initials  of  the  registrant  on  the  DD 
Form  1819  and,  as  a  minimum,  assure  that  the  registrant  is  aware  of 
data  changes.  A  copy  of  the  new  DD  Form  1820,  generated  as  a  result 
of  any  file  maintenance  should  be  given  to  the  registrant  for  his/her 
review  and  records. 

C.  CODING  AREA  OF  REFERRAL 

1.  General  -  The  Area  of  Referral  parts  of  DD  Form  1819  duplicate 
Section  E  of  the  DD  Form  1817  and  are  coded  to  effect  changes, 
additions  or  deletions  of  activities  to  which  the  registrant  is  being 
referred  for  placement  consideration.  Part  A  is  coded  for  changes  in 
all  programs  except  the  OEP;  Part  B  is  used  for  coding  OEP  data 
changes.  Any  time  a  change,  addition  or  deletion  is  to  be  effected, 
the  entire  area  of  referral  must  be  recoded.  If,  for  example,  only 
one  zone ,  region,  state,  or  ind ividual  activity  is  to  be  added  or 
deleted,  the  entire  area  within  which  the  registrant  is  to  be  referred 
must  be  recoded.  This  requirement  was  deliberately  established  to 
cause  a  review  of  the  number  of  activities  or  countries  to  which  the 
registrant's  skills  are  to  be  referred.  The  omission  of  any  zone, 
region,  state,  or  individual  activity  will  result  in  the  registrant's 
skills  being  referred  only  to  those  coded  on  the  latest  DD  Form 
1819.  The  component  codes.  Element  63  or  70,  will  result  in  the 
skills  being  referred  only  to  component  activities  within  the  area  of 
referral.  For  example,  a  Code  A  entered  in  Element  63  or  70  results 
in  the  registrant  being  referred  to  Army  activities  only. 

2.  The  S3N ,  Program  Code,  Registering  Activity,  and  name  must  be 
entered  at  the  top  of  the  form  for  any  change  to  the  area  of  referral. 

3.  The  instructions  in  Chapter  8,  (coding  the  original 
registration  area  of  referral)  will  be  followed  in  coding  area  of 
referral  changes.  This  includes  annotation  of  prior  approval  of  the 
Zone  Coordinator  for  referral  to  an  expanded  area  of  referral. 

D.  USE  OF  FILE  MAINTENANCE  TO  EXTEND  REGISTRATION  IN  THE  OEP  FOR  ONE 
YEAR' 

Registering  civilian  personnel  offices  will  be  notified  by  a 
Registration  Update  Notification  Listing  of  those  registrants  who  have 
been  in  the  OEP  for  11  months.  The  CPO  should  first  determine  whether 
the  registrant s)  desires  to  have  the  registration  data  extended  for 
an  additional  year.  For  those  who  desire  extended  registration,  the 
CPO  should  review  the  resume  data  to  determine  which  data  are  to  be 
updated.  To  make  changes,  a  DD  Form  1819  must  be  completed  in 
accordance  with  instructions  in  paragraphs  B  and  C  above  and  submitted 
to  DDSC  as  soon  as  possible.  If  the  file  maintenance  is  received  and 
processed  by  DDSC  before  the  end  of  the  12th  month  of  the  applicant's 
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registration,  the  file  maintenance  will  serve  to  extend  the 
registration  in  the  OEP  for  an  additional  year.  A  file  maintenance 
containing  a  change  to  any  element  that  is  submitted  during  the  year 
will  serve  to  update  an  OEP  registration  for  a  year  from  the  date 
processed  by  DDSC.  An  updated  Resume  Audit  with  the  annotation 
"Registration  Renewed"  will  be  forwarded  to  the  registering  CPO.  If 
the  DD  Form  1819  is  not  received  at  DDSC  before  the  end  of  the  twelfth 
month,  the  registrant  will  be  deleted  from  the  OEP  by  automatic 
computer  action  and  future  registration  will  require  a  new  completed 
DD  From  1817  being  submitted  to  DDSC. 

E.  SAMPLE  FILE  MAINTENANCE 

Ms.  Barbara  Moore,  SSN  123-45-6789,  is  currently  registered  by  508A 
for  the  following  skills: 


PG 

SERIES 

HI 

GR 

LO  GR 

EXP 

HI 

GR 

HELD 

SKILL  1 

GS 

343 

12 

12 

06 

12 

SKILL  2 

GS 

345 

12 

12 

03 

12 

SKILL  3 

GS 

301 

12 

12 

Ms .  Moore 

is 

soon  to 

marry 

and 

her  new 

name 

will 

be 

Mrs . 

Ames.  She  wants  to  eliminate  consideration  as  a  GS-301.  Also,  she  is 
presently  registered  for  the  state  of  Indiana,  but  wants  to  expand  her 
area  of  referral  to  include  two  additional  states,  namely  Ohio  and 
Michigan. 

Completed  sample  file  maintenance  follows  cn  pager.  9-5  and  9-6. 
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NOCRAU  FOR  IT  ABILITY  OF  CIVILIAN  EMPLOYMENT 
FILE  MAINTENANCE 


SOCwtftM 

tOfNTiftil 


[7QJ7[ 


ACTiV.Tv  C 


t»t*r  im<  ia  rte  iptcn  provt ded  tele*  for  identification  purpose*  di<  w  handling. 


"amI  •  last,  first.  Ml _ _ 


COMPLETE  FILE  MAINTENANCE  CHANGES.  ADDITIONS  oft  DELETIONS  IS  Af  (  ORDSNf  l  tlTII  PARI  II.  CHAPTER  2,  DoDM  1400.20-1 


APE A  OK  REFERRAL 


PAftT  A  -  COMP  IETF.  FOP  PRIORITY  PLACEMENT  PftOl.ftAM  IN  AtCOROANCl  1TTH  PART  II.  CHAPTER  I.  Do  DM  1400.20-1 


ITEM  I  -  AREA  SELECT 

A.  Svlecuon  ol  Art**  for  which  referral  1*  desired  1a  the  Priority  IMaceiaeai  Prograw  by  Zone'*:.  Regu^at  sne  N, *„.,*)  h<  indicat'd  tn  tpacea  provided  by  emenag  appra 
are  code*  reflected  iff  Jfgead  help  Region'*;  selection!  say  no  1  be  wade  if  ihe  Zone  »)  .0  ab.r),  tht  Region  1)  .»  la.  aird  it  **Uct«J.  $taie<»)  telectiofta  oay  noT  be- 
asdc  if  ZoaeU)  or  Region) »)  in  ,u  the  State)  •)  i«  located  it  aeJrcted. 

B.  If  referral  11  desired  to  component  activities  only  within  area.*!  selected,  enter  appiopnatr  iodr  in  COMPONENT- 

<  .  Selection  ol  INDIA  IUCAL  LpO  activitica  will  be  aadc  by  entering  the  approt-nsir  lout  d.yit  iode  in  lie*  2  •  IM>I\ l|i|  a;  a(  flMTV  SF  LECTIONS. 


ro*<e  se^ecT'O-i 


•  EO'ON  ItLlCT.CM 


ST  A  T  ft  SClICT-CNS 


STATE  SfutCT.QNS 


ZONE  I 
BOSTON  BEG 

•  name 

Mdsaachuaeiie 
Me*  Naapaane 
Rhode  telead 

•  Vanawi.. 

Kit  'tZZX  RCG 

-  New  Jersey 

-  N»w  Yart 


»  8  9  10 


■  bit  10! H  I  N [M  I 


I®  '9  2C.  2> 


2d  25  26  2 » 


Lit. LSD  FUR  ZONE.  REGION  ASH  STATE  COD1  S 


-  PHILADELPHIA  REG 

Maryland 

Penoaylveaia 

Virginia 

•  **ti  Virginia 

•  D>«t  «F  Columbia 
23X1  : 

•  ATL.NiA  REG 

-  Alabama 
Flenda 


GA  Georgia 
NT  Ken-vck. 

US  U.at-ia.»p. 

NC  Nana  Caraiina 
SC  Saint  Caraima 
TN  Tenneaaee 
PR  Purno  Bier. 
GA  0AU»i  XLC, 
AR  Aua.it! 
l.A  LMiaiiM 
NM  N»»  IRatice 


O*  I  a  Non.  a 

Teiaa 

ZONE  « 
CHICAGO  REG 
fllmaia 


si.  st  :  ovr-  «eg 


MO  Mt«a<-un 
NO  Nrb'aiNa 
•  -  ZONE  « 

Dt  DENVER  REG 
CG  Colorado 
Mf  Him  ana 
NO  N*rtN  Dakota 
SO  -  South  Dakota 


SF  SAN  FRANCISCO  REG 

Ca  California 
HI  Hawaii 
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Eaiei  appropriate  two-digit  code)*)  for  ccuttryU)  in  vRiCk  registrant  would  actually  inrpi  *mrl..\n.rm  ah.  h  #•« 
Potiti »e  Recruiting  Litta.  Each  tkill  coded  in  Section  A.  lie*  11.  atutt  be  repreterneJ  by  at  it  sat  one  couniry 
deai  re  a  10  react  tci  bra  referral  ro  an  ladinAral  roaptarti. 


COlntRv  SEwECYiOwS 


reflected  with  registrant*  thill*  on  current  OEP  Accepraoce  or 
i  lection.  Eft  it  t  appropuatc  code  tn  COMPONENT  il  regia  tram 


C3LNTRY  SC  u  f  C  T  >0*1 


COUNTRY  LEGEND 


Aft  Alatka 
AS  Auatralia 
At  Aw*> 
BE  Belgium 
BO  Beftkvda 


C«  •  C«c»r 
Cl  Cuba 
DA  Denmark 
UK  Ena;  and 
RT  C  .a 
F*  F  e 
CE  Ga.  an* 

CrR  .  Gr*a. 


JA  Japan 
KS  Korea 
LB  •  Labrador 


* P  •  ‘"“‘•I*  i.«ei 

PC  •  P-**U|.I 
PR  »•.  em  Ri>  ■ 
SA  Y..<>  k-ot 
SO  Sr  .liar* 

IP  Spa.. 


Figure  9-1,  Sample  File  Maintenance 
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CHAPTER  10 

TRADITIONAL  (NON-AOTODIN )  STOPPER  LIST  REQUISITIONING  PROCEDURES 


A.  REQUISITIONING 

1.  When  an  activity  receives  a  Stopper  List  that  reflects  a  match 
to  an  existing  vacancy  (Ch  4,  para  A),  or  an  overseas  recruiting 
office  desires  a  listing  of  registrants  from  the  OEP  inventory  (Ch  7, 
para  G),  a  requisition  will  be  submitted  to  DDSC.  If  currently 
connected  to  the  Bulletin  Board  System,  the  requisition  must  be 
submitted  through  that  method.  If  not,  A-coded  activities  should 
complete  a  DD  Form  1818,  Vacancy  Requisition,  and  submit  the  data  by 
telephone  on  the  electric  secretary.  Submission  by  mail  or  message 
may  be  used  only  when  no  other  procedure  is  possible.  Activities 
using  the  "AUTODIN"  method  should  see  Chapter  12. 

2.  When  skills  for  which  a  vacancy  (or  vacancies)  exists  are 
shown  on  the  Stopper  List  marked  with  an  asterisk  (*)  indicating 
Priority  1,  and/or  2,  all  promotions,  demotions,  reassignments,  hires 
(including  reinstatement)  and  transfers  are  prohibited,  with  the 
exceptions  stated  in  Chapter  4,  paragraph  B.  When  such  skills  are  not 
marked  by  an  asterisk,  indicating  Priority  3  registrants  available, 
all  hires  (including  reinstatements)  and  transfers  are  prohibited. 

}  (See  Appendix  I  for  instructions  on  Military  Spouse  Preference.) 

B.  PRIORITY  PLACEMENT  PROGRAM 

1.  A  Vacancy  Requisition,  DD  Form  1818,  is  to  be  submitted  as 
soon  as  a  Stopper  List  match  occurs  as  described  in  Chapter  4. 
Samples  of  completed  requisitions  are  shown  throughout  this  chapter. 
All  resumes  of  registrants  with  skills  that  match  the  position 
identified  on  the  vacancy  requisition  form  will  be  referred  to  the 
requisitioning  activity. 

a.  If  a  vacancy  is  to  be  filled  from  registrants  initially 
referred  in  answer  to  a  requisition,  a  subsequent  Stopper  List  need 
not  be  applied  to  that  vacancy,  even  though  such  Stopper  List 
indicates  additional  registrants.  For  example,  an  activity  receives 
four  resumes  in  reply  to  a  vacancy  requisition  and  three  days  later 
receives  a  Stopper  List  reflecting  two  additional  registrants, 
possibly  containing  higher  priorities  who  have  entered  the  Program 
with  a  total  of  six  now  available  for  the  skill.  The  activity  need 
not  submit  a  second  requisition,  as  long  as  the  vacancy  is  filled  by 
one  of  the  four  initial  referrals. 

b.  If  a  vacancy  is  not  filled  from  registrants  initially 
referred  and  later  Stopper  Lists  do  not  reflect  the  addition  of  new 
registrants  with  a  Priority  which  would  require  the  submission  of  a 
requisition,  another  requisition  is  not  required. 

I 
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c.  If  the  vacancy  is  not  filled  by  registrant (s)  initially 
referred,  because  they  are  not  available  or  because  their  priority 
doesn't  require  placement,  and  a  subsequent  Stopper  List  reflects  the 
addition  of  new  registrant ( s )  with  a  Priority  which  would  require 
submission  of  a  requisition,  another  requisition  must  be  submitted. 


d.  Any  time  the  Stopper  List  does  not  reflect  skills 
available  and  an  in-service  referral  list  is  furnished  to  the 

selecting  official,  a  subsequent  Stopper  List  will  not  require 

submission  of  a  requisition  (see  Chapter  4,  paragraph  A10).  Any 

subsequent  Stopper  List  must  be  applied  if  a  selection  is  not  made 

from  eligibles  within  reach  initially  on  that  in-service  referral 
list. 


2.  A  Vacancy  Requisition  need  not  be  submitted  if  the  option(s) 
reflected  does  not  match  the  vacancy  or  the  vacancy  is  a  generalist 
position  but  option  code(s)  is  reflected  on  the  Stopper  List.  For 
example,  an  activity  with  a  vacancy  for  Equipment  Specialist,  GS-1670- 
11  with  an  Aircraft  option  would  not  be  required  to  submit  a  vacancy 
requisition  if  the  Stopper  List  reflected  only  a  GS-1670-11  position 
with  no  option  indicated. 


a.  The  absence  of  an  option  for  those  series  for  which 
options  are  authorized  indicates  a  generalist  skill.  When  a  vacancy 
requires  one  or  more  specializations  not  listed  as  an  option  in 
Appendix  D,  a  requisition  for  generalist  (without  options)  is 
required . 


b.  Vacancies  requiring  more  than  two  specializations  are  to 
be  treated  as  generalist  positions  and  matched  against  the  generalist 
pay  group,  series  and  grade  on  the  Stopper  List.  Requisition  in  the 
normal  manner  against  the  generalist  skill,  include  the  positive 
qualification  requirements  in  any  offer  to  the  registering  CPO,  and 
proceed  as  with  any  other  offer  with  a  specialized  requirement. 

c.  Vacancies  with  a  single  specialty  (option)  identified  in 
Appendix  D,  will  be  matched  against  the  pay  group,  series,  option,  and 
grade  on  the  Stopper  List.  If  no  match  occurs,  the  vacancy  will  be 
matched  against  Stopper  List  entries  of  the  same  pay  group,  series  and 
grade  with  two  options.  If  one  of  the  options  matches,  a  vacancy 
requisition  must  be  submitted  with  the  single  option.  A  vacancy 
requiring  a  dual  option  ill  only  be  considered  a  direct  match  when 
the  options  on  the  Stopper  List  are  identical  to  those  required.  In 
no  case  will  a  "double  option"  vacancy  be  considered  a  potential  match 
unless  both  options  are  identical  to  those  on  the  Stopper  List. 


d.  Refer  to  Chapter  4,  paragraphs  D3  and  D4  for  special 
guidance  in  matching  GS-1,  2,  3  and  4  clerical  positions;  GS-200, 

Civilian  Personnel  positions;  and  GS-800,  Professional  Engineer 
positions . 


i  n-2 
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3.  In  cases  where  an  activity  in  the  United  States  recruits  and 
selects  for  vacancies  in  foreign  areas,  a  Vacancy  Requisition  will  be 
submitted.  For  vacancies  co-located  at  coded  overseas  activities,  the 
code  of  the  Overseas  DoD  Coded  Activity  will  be  inserted  in  the  four 
spaces  on  the  DD  Form  1818  entitled,  "DoD  Coded  Activity."  For 
vacancies  not  co-located  at  coded  overseas  activities,  the  code  of  the 
nearest  coded  activity  will  be  inserted  in  those  spaces.  Upon  receipt 
of  Referral  Resumes  from  DDSC,  offers  will  be  made  to  registrants  in 
priority  order.  DDSC  will  provide  negative  replies  when  the  vacancy  is 
unmatched.  Formal  recruitment  or  merit  promotion  actions  may  only  be 
completed  when  the  requisition  is  unmatched  or  Referral  Resumes  have 
been  exhausted  without  filling  the  vacancy. 

4 .  Coding  Instructions  for  DD  Form  1818  Vacancy  Requisition 

a.  Control  Number  -  This  number  should  be  used  for  local 
identification  by  the  submitting  activity.  This  identification  may 
consist  of  numerics  or  alpha  characters,  or  a  combination  of  both,  not 
exceeding  seven.  EACH  REQUISITION  MUST  HAVE  A  CONTROL  NUMBER.  A_ 
different  control  number  must  be  assigned  to  each  vacancy  requisition 
submitted  by  an  activity.  Control  numbers  must  not  be  duplicated.' 

b.  Requisitioning  Activity  Code  -  Enter  the  assigned  activity 
code  from  DoD  Manual  1400.20-2  for  the  activity  at  which  the  servicing 
CPO  is  located.  This  code  must  always  end  with  an  alpha  "A". 
Resulting  Priority  Placement  Resumes  will  be  forwarded  to  that  CPO. 

c.  Number  of  Vacancies  -  These  two  spaces  will  be  used  to 
indicate  the  number  of  vacancies  within  the  same  pay  group,  series, 
grade  and  option  (if  any)  that  exist. 

d .  Pay  Group,  Series,  Grade  and  Option(s) 


(1)  Pay  Group  -  The  first  two  spaces  of  the  nine  spaces 
provided  will  be  used  to  code  the  Pay  Group  of  the  vacancy  -  GS,  WG, 
WL,  WS,  etc,  as  it  appears  on  the  Stopper  List.  (GM  may  not  be  used.) 

(2)  Series  -  The  next  five  spaces  will  be  used  to  code 
the  series  as  it  appears  on  the  Stopper  List.  Complete  spaces  left  to 
right  and  leave  unused  spaces  blank. 

(3)  Grade  -  The  numeric  grade  of  the  position  will  be 
coded  as  it  appears  on  the  Stopper  List. 

(4)  Option  Codes  -  Use  option  code(s)  only  if  the  skill 
with  option  matches  exactly  with  the  vacancy.  (Exception:  Para  B2c 
above).  The  option  code(s)  must  be  entered  exactly  as  it  appears  on 
the  Stopper  List.  If  there  is  no  option  code  applicable,  leave  these 
six  spaces  blank. 
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Following  is  an  example  of  a  Stopper  List  reflecting  a  generalist 
skill,  a  skill  with  one  option,  and  a  skill  with  two  options. 
Following  the  Stopper  List  example,  are  examples  of  how  the  Vacancy 
Requisitions  should  be  coded  for  each  of  these  three  skills: 


STOPPER  LIST 


PAY  OPTION 

GRP  SERIES  CODES  GRADE/NBR  OF  REGISTRANTS  AVAILABLE 

Equipment  Specialist 

GS  1670  09/03*  11/02* 

01* 


Equipment  Specialist/Aircraft 

GS  1670  AIB  11/03* 

01* 

Equipment  Specialist/Electrical/Electronics 
GS  1670  ELA  ELD  11/02*  12/01* 

01*  01* 


Figure  10-1. 
EXAMPLE: 

(General),  GS-1670,  Grade  11: 

»*.  UKiM  AMO  »*»OI  . 


Sample  Stopper  List. 

Vacancy  is  for  Equipment  Specialist 


n 


Figure  10-2.  Sample  vacancy  requisition,  pay  group,  series  and  grade 

NOTE:  Registrants  with  Aircraft  option  and  combination  of  Electrical 
and  Electronics  options  would  not  be  referred  against  this  vacancy 
requisition . 


EXAMPLE:  Vacancy  is 

GS-1670,  Grade  11,  with  Aircraft  option: 


for  Equipment  Specialist, 


GWOw*  tCff'fft  A«0  6**0* 

0>,'ON  cooc*i» 


warn  fttWifS  G* 


E 

ill 

6 

I 

s 

□ 

□ 

□ 

AJ 

□ 

b| 

□ 

□ 

Figure  10-3. 


Sample  vacancy  requisition,  pay  group,  series,  grade, 
and  option. 
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Registrants  with  Aircraft  option  for  Equipment  Specialist,  Grade  11, 
will  be  referred  against  this  vacancy  requisition;  but  registrants 
with  the  Generalist  skill  of  Equipment  Specialist  and  registrants  with 
the  combination  of  Electrical  and  Electronics  options  would  not  be 
referred . 


EXAMPLE:  Vacancy  is  for  Equipment  Specialist, 

Grade  11,  with  combination  of  Electrical  and  Electronics  options: 


QMOv*H*‘€t  6AA0C 

O^T)ON  CODI'D 


•  CAill 

E 

S  1  1 

6 

o 

n 

E 

L 

A 

E 

LE 

Figure  10-4.  Sample  vacancy  requisition,  pay  group,  series,  grade, 
and  two  options. 


Registrants  with  the  combination  of  Electrical  and  Electronics  options 
will  be  referred  against  this  vacancy  requisition.  The  registrants 
with  the  generalist  skill  of  Equipment  Specialist  and  registrants  with 
the  skill  of  Equipment  Specialist  with  an  Aircraft  option  will  not  be 
referred  against  this  vacancy  requisition. 


e.  DoD  Coded  Activity  -  four  spaces  provided  for  DoD  Coded 
Activity  will  be  used  when  the  vacancy  is  located  somewhere  other  than 
the  commuting  area  of  the  requisitioning  activity.  If  the  vacancy  is 
at  another  site  that  has  been  assigned  an  activity  code,  that  code 
should  be  entered  in  these  spaces.  When  the  vacancy  is  located  at  a 
site  which  does  not  have  an  activity  code  and  more  than  one  coded  DoD 
activity  is  located  in  the  commuting  area  of  the  vacancy,  the  DoD 
activity  code  of  the  activity  having  the  most  requirements  for  that 
particular  series  will  be  used.  Registrants  selecting  the  specific 
activity  identified  in  these  spaces  will  be  referred  to  the 
requisitioning  civilian  personnel  office  for  placement.  For  example, 
the  2750th  Air  Base  Wing,  Wright-Patterson  AFB,  Ohio,  Activity  Code 
549A,  provides  servicing  to  an  organization  which  is  not  assigned  an 
activity  code  but  which  is  physically  located  at  Patrick  AFB,  Florida, 
Activity  Code  365A.  Activity  Code  365A,  therefore,  will  be  entered  in 
the  four  spaces  provided  for  DoD  Coded  Activity.  Registrants 
available  for  placement  at  Activity  365A  for  the  vacant  skill  will  be 
referred  to  Wright-Patterson  AFB,  Activity  549A,  for  placement.  If  an 
Activity  Code  is  entered  in  these  spaces,  the  State  Code  will  be  le£t 
blank.  ~  ^ 
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f.  State  -  The  two  spaces  allowed  for  the  state  code  will 
be  used  when  a  vacancy  exists  at  a  remote  site  which  does  not  have  an 
assigned  activity  code  or  is  not  located  within  the  commuting  area  of 
a  DoD  coded  activity.  The  code  for  the  state  in  which  this  type 
remote  site  is  located  will  be  entered  in  these  two  spaces.  State 
codes  are  contained  in  Appendix  C.  Registrants  who  have  indicated 
availability  for  every  location  in  the  State,  Region,  or  Zone  appear 
on  the  Stopper  Lists  of  all  activities  located  within  the  State, 
Region,  or  Zone.  Vacancy  requisitions  need  not  be  submitted  for 
vacancies  at  non-coded  activities  located  in  the  same  state  and  not 
within  the  commuting  area  of  another  coded  DoD  activity,  when  the 
Stopper  List  does  not  reflect  available  registrants. 

EXAMPLE:  U.  S.  Army  Engineer  District,  New  Orleans, 

Louisiana,  has  a  vacancy  that  is  located  in  Jonesville,  Louisiana,  and 
the  remote  site  has  not  been  assigned  an  activity  code  and  is  not 
located  at  or  within  commuting  distance  of  a  coded  DoD  activity.  The 
Stopper  List  for  the  parent  organization  is  "clear;"  therefore,  a 
Vacancy  Requisition  need  not  be  submitted. 


NOTE: 
coded . 


Leave  State  Code  blank  if  the  DoD  Coded  Activity  spaces  are 


g .  Referral  Code 

(1)  Referral  Code  P  -  Gaining  activities  may 
requisition  for  and  receive  resumes  of  matching  Priority  1  or  2 
registrants  only  by  coding  the  Referral  Code  space  formerly  reserved 
for  Overseas  Employment  Program  requisitions.  When  an  activity  is 
required  to  provide  consideration  to  Priority  1  or  2  registrants  and 
the  referral  of  Priority  3  registrants  is  not  desired,  enter  Code  P  as 
the  Referral  Code.  Leave  Referral  Code  blank  when  requisitioning 
against  continuing  uncommitted  positions  when  offers  to  Priority  3 
registrants  are  required. 

(2)  Referral  Code  A  -  Activities  having  vacancies  in 
Reserve  Technician  skills  reflected  on  their  Stopper  Lists  may  obtain 
the  resumes  of  only  those  registrants  available  for  Reserve  Technician 
vacancies  by  entering  Code  A  in  the  Referral  Code  space.  As  a  result, 
the  requisitioning  activities  will  receive  the  Referral  Resumes,  if 
any,  of  all  Priority  1,  2  and  3  registrants  available  for  the  Reserve 
Technician  vacancy. 

(3)  Referral  Code  T  -  Activities  having  a  vacant 
temporary  position  of  one  year  or  less  duration  for  which  a  T  is  shown 
on  the  Stopper  List,  are  to  enter  a  Code  T  in  the  Referral  Code 
space.  As  a  result  the  requisitioning  activity  will  receive  the 
Referral  Resumes  of  registrants  scheduled  for  separation  who  are 
interested  in  such  temporary  positions. 
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(4)  Referral  Code  S  -  Activities  planning  to  fill  a 
position  through  competitive  procedures  should  requisition  using 
referral  code  S.  As  a  result  the  requisitioning  activity  will  receive 
Referral  Resumes  of  Priority  1  and  2  registrants  and  also  all  Priority 
3's  registered  under  the  Spousal  Program  (S). 


h .  Complete  Examples: 


(1)  EXAMPLE:  Referral  of  Priorities  1  through  3  is 

required .  The  following  requisition.  Control  Number  607^  is  being 
submitted  by  Rickenbacker  Air  Force  Base,  Ohio,  Activity  547A,  for  an 
Auditor,  GS-511-09,  for  one  vacancy  located  at  that  installation. 


DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLETE  IN  ACCORDANCE  WITH  PART  H,  CHAPTER  4,  Do  DM  1 400.  ID- 1 : 


DOCUMENT  IOCNTIFIEN  . . .  ....... 

CONTROL  NUMBER  (do  not  duplicate  on  any  other  Vacancy  Requisition)  . ...  . . . 

REQUISITIONING  activity  code  . . . . . 

NUMBER  OF  VACANCIES  . .  .  .  .  . 

RAY  GROUP.  SCRIES  AND  GRADE  .  . .  . 

OPTION  CODClS)  . . . .  . . . 

OOO  COOCO  activity  ( Pilot  Iff  Placement  Pto$mm  Only)  enter  the  code  o  I  dtt  Activity  si  which  ike  retaoie  vacancy  ia  located 
State  (Priority  placement  Prograa  Only)  enter  time  code  if  (Re  location  ol  the  vacancy  in  not  assigned  an  activity  code . 


MUD 


6  0  7 


5 _ 4 


PGP  SERIES 


HL 


A 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY: 


REFERRAL  code  . . . . . .  .. 

Enter  "I”  if  initial  referral  only 

Enter  “l"  if  cantinuooa  referral  i»  desired  until  at  least  10  reswnea  have  Wen  referred  or  for  90  daya,  whichever  it  aoyaei 
Enter  "X"  to  cancel  referral  code  2 


Enter  Country  Code,  Component,  Salary  Differential  and  Annual  Salary 


□ 


CTRY  P  OlFF  ANNUAu  SALARY. 


rm 


DO  till 

«  JUL  71 


acFLACca  oo  vomt  taea  it  tat  ano  on  form  tnaa  u  r ea  am  nwicw  awouio  n«  octTnovco. 


-554-IQJ/14SS 


Figure  10-5.  Sample  vacancy  requisition,  all  priorities 
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(2)  EXAMPLE:  Referral  of  Priorities  1  and  2  is 
requested.  This  requisition  is  being  submitted  for  Fort  McPherson, 
GA,  Activity  Code  311A,  Control  Number  7211,  for  Program  Analyst,  GS- 
345-11,  for  one  vacancy  located  at  that  installation. 


DO  ’<>■■  1111 

I  JUL  7< 


R1HACII  DO  f  Qtrn  IM*  II  4*1  III  *HO  DO  'OHM  IMS  II  MO  Ml  WHICH  SHOULD  os  mitooyc  o. 


Figure  10-6,  Sample  vacancy  requisition,  priorities  1  and  2 

only. 
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(3)  EXAMPLE:  Vacancy  located  in  a  different  state  at  a 
remote  site  not  assigned  an  activity  code.  This  requisition  is  being 
submitted  by  U~.  S.  Army  Engineer  District,  Vicksburg,  MS,  Activity 
Code  315A,  Control  Number  8AB,  for  Crane  Operator,  WG-5725-11,  one 
vacancy,  located  at  Hot  Springs,  Arkansas,  which  has  not  been  assigned 
an  activity  code  and  is  not  located  in  the  commuting  area  of  a  coded 
DOD  activity. 


OoO  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLtTT  IN  ACCORDANCE  WITH  PART  II,  CHAPTER  4,  OoOM  I4A0.J0-1: 


DOCUMENT  IDENTIFIER 


P  8  D 


Control  number  (do  ini  duplicate  oo  any  orhet  Vacancy  Requisition) 


8  A  B 


REQUISITIONING  ACTIVITY  CODE 


NUMBER  OF  VACANCIES 


3  15A 


03 


RAY  GROUP. SERIES  AND  GRAQE 


W  G  5  7  2  5  1  1 


OPTION  CODE'S* 


DOD  CODCO  activity  (Priority  Placement  Program  Oily)  eater  the  code  of  the  activity  ai  ohich  the  remote  vacancy  is  located  |  |  |  | 

State  (Priority  Placement  Program  Only)  enter  atate  code  if  tfcc  location  of  the  vacancy  it  001  assigned  aa  activity  code . . . - . .  ^ 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


REFERRAL  code 


Enter  "I"  if  laiual  referral  only 

Enter  'T  if  roottauous  referral  is  dc  aired  until  at  least  10  resumes  have  keen  referred  or  for  90  days,  whichever  ts  aopner 
Enter  "X"  to  cancel  referral  code  2 


Eater  Country  Code,  Component,  Salary  Differential  and  Annual  Salary 


m  sal 

CTRV  P  OlPF  ANNUAu  SALARY, 


DO  111* 

t  MJL  71 


RIPiACM  OO  FORM  IMS  It  JAM  Ml  ARO  OB  FORM  IMS  II  F«B  Ml  «NKN  S WOULD  BE  BCSTOBVIB. 


item -SM-I0J/I43S 


Figure  10-7. 


Sample  vacancy  requisition,  remote  location  in  a 
different  state. 


10-9 


DoD  1400 . 20-1-M 
(Chap  10,  Para  B4h(4)) 


(4)  EXAMPLE:  Vacancy  located  at  remote  site  within  the 
state,  not  assigned  a  DoD  activity  code,  not  within  the  commuting  area 


a  coded  DoD  activity 

f  an 

d  th 

e  s 

shown  on  the  servicing 

activity  Stopper  List.  This  requisition  is  oeing  submitted  oy  Langley 
Air  Force  Base ,  VA,  Activity  Code  278A,  Control  Number  4,  for  Sales 
Store  Manager,  GS-1144-05,  one  vacancy,  located  at  Cape  Charles,  VA, 
which  is  not  located  at  or  within  the  commuting  area  of  a  coded  DoD 
activity. 


A 


DoO  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLETE  IN  ACCORDANCE  *IT1I  PART  II.  CHAPTER  4,  DoOM  1400.20-1 


DOCUMENT  IDENTIFIER 


CONTROL  NUMBER  (do  not  duplicate  on 


requisitioning  activity  cooe  . 


number  of  vacancies 


PAY  GROUP.  SCRIES  AND  GRADE 

OPTION  COOE<S> 


other  Vacancy  Requisition) 


DOO  COOED  activity  (Priority  Plartncni  Program  Oily)  enter  the  code  of  Ae  activity  at  which  Hie  remote  vacancy  is  located 
state  (Priority  Placement  Program  Only)  enter  state  code  if  the  location  of  the  vacancy  is  not  ostigoed  no  activity  code . 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


REFERRAL  COOE 


P  8  0 

4[  |  1  |  |  T~ 

2I7IqK  1 

0D 

PGP _ SERIES _  GR 

g|s  |l  I1I4I4  I0I5  I 


m 


□ 


Enter  "I"  if  laitiol  referral  only 

Enter  "2"  if  raniiawoos  referral  is  desired  until  01  least  10  resume*  have  been  referred  or  for  90  days,  whichever  is  aogner 
Enter  *'XM  to  cancel  referral  code  2 


F.nter  Country  Code,  Component,  Salary  Differential  ond  Annual  Solary 
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Figure  10-8.  Sample  vacancy  requisition,  remote  location  in  the 

same  state. 
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(5)  EXAMPLE:  Vacancy  located  at. remote  site  assigned 
an  activity  code.  This  requisition  is  being  submitted  by  the  Sharpe 
Army  Depot,  Lathrop,  CA,  Activity  Code  807A.  Control  Number  A618181, 
for  General  Engineer,  GS-801-12,  Structural  option  (Option  Code  STE) 
and  Construction  option  (Option  Code  COH),  one  vacancy,  located  at  the 
Hawthorne  Army  Ammunition  Plant,  Hawthorne,  NV  which  is  assigned  the 
Activity  Code  80 7B. 


DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLETE  IN  ACCORDANCE  WITH  PART  II,  CHAPTER  4,  DoOM  1400.30-1: 


DOCUMENT  IDENTIFIER 


control  number  (do  «o«  duplicate  on  any  other  Vacancy  Requisition) 


□ 

□ 

B 

A 

6 

i 

8 

1 

8 

3 

REQUISITIONING  ACTIVITY  COOE 


NUMBER  OF  VACANCIES 


PAY  GROUP.  SERIES  AND  GRAOE 


8  |o 


S  |  8  |0  1  l| 


OPTION  COOCISI 


EC 


DOD  COOEO  activity  (Priority  Placement  Program  Oily)  enter  the  code  of  the  activity  ar  which  the  rem ore  vacancy  ia  located 
State  (Priority  Placement  Program  Only)  enter  state  code  if  the  location  of  the  vacancy  is  not  assigned  aa  activity  code  — . 


8  0 


7  A 


cTT 


12 


7  B 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


«EPe««AL  coot 


□ 


Enter  "I”  if  taiital  referral  only 

Enter  "il"  if  continuous  referral  is  desired  until  at  least  10  resumes  have  been  referred  or  for  90  days,  whichever  ta  sopor r 
Enter  "XM  to  caacrl  referral  code  2 


F.ater  Country  Code.  Component,  Salary  Oiffrrcqttal  and  Annual  Salary 


C 

o 

M  sal 

CTRV  P  OlFF  ANNUAL  SALARY. 
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Figure  10-9. 


Sample  vacancy  requisition,  remote  location  assigned 
an  activity  code. 
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(6)  EXAMPLE:  Vacancy  at  location  not  assigned  an 

activity  code  but  physically  located  at  a  DoD  activity  which  is 

assigned  an  activity  code .  A  requisition  is  being  submitted  by  the 

2750th  Air  Base  Wing,  tfPAFB,  Ohio,  Activity  Code  549A,  Control  Number 
117,  for  a  Quality  Assurance  vacancy,  GS-1910,  grade  09,  Aerospace 

option;  (option  code  AEC ) ,  one  vacancy  which  is  located  at  Tyndall  Air 
Force  Base,  Florida,  Activity  Code  366A. 


t 

a 


DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLETE  IN  ACCORDANCE  *ITII  PART  II,  CHAPTER  4,  Do  DM  1400.20-1: 


DOCUMENT  iOEnT  iFiCR 


CON  TIROL  nuMBER  (do  not  duplicate  on  any  other  Vacancy  Requisition) 


REQUISITIONING  ACTIVITY  CODE  ..... 


NUMBER  OP  VACANCIES  . 


P  8  0 


5  4  9  A 


03 


RAY  GROUP.  SERIES  AnD  GRAOE 


SCRIES  GR 


19  10  09 


OPTION  COOEIS> 


OOO  COOEO  activity  (Priority  Placement  Program  Only)  enter  the  code  of  die  activity  at  which  the  remote  vacancy  ia  located 


state  (Priority  Placement  Program  Only)  enter  atate  code  if  c he  location  of  the  vacancy  ia  not  aaaigned  an  activity  code  . 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


3  6  6  A 


m 


REFERRAL  code 


Enter  "1"  if  initial  referral  only 

Kate*  "2"  if  cooiiiiuoaa  referral  la  dcaircd  until  at  lea»t  10  resumes  have  been  referred  or  (or  90  days,  whichever  is  topoer 
Enter  "X”  to  cancel  referral  cade  2 


Enter  Country  Code,  Component,  Salary  Differential  and  Annual  Salary 


DO  1111 

t  AUL  71 


RIN.ACII  OO  FORM  ttaa  It  JAN  Ml  AMO  OO  VOAu  IMS  II  FCO  Ml  ItltCH  tMOulO  B«  DaSTSOVKO. 


sal 

OlFF  ANNUAL  SALARY. 
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Figure  10-10, 


Sample  vacancy  requisition,  remote  location  at  an 
activity  assigned  an  activity  code. 
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(7)  EXAMPLE:  Vacancy  at  an  overseas  activity  serviced 

by  CONUS  activity.  A  requisition  Ti  be ing  submitted  by  Naval  Air 
Station,  Patuxent  River,  Maryland,  Activity  Code  245A,  control  number 
608,  for  an  Equipment  Specialist,  GS-1670,  grade  09,  one  vacancy, 
which  is  located  at  EUSA  Special  Troops  Command  (EAST),  Seoul,  Korea, 
Activity  968A. 


DoO  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPlfcTK  IN  ACCORDANCE  WITH  PART  II.  CHAPTER  4,  Do  DM  1400.20-1: 


OOCuMCNT  iOENTiF|£R 

Control  number  (do  not  duplicate  on  any  other  Vacancy  Requisition) 

REQUISITIONING  ACTIVITY  cooe 

NUMBER  OP  VACANCIES 

PAY  GROUP. SERIES  ANO  GRAOE 

OPTION  CODEIS)  .  .  .  . 

DOD  COOED  activity  (Priority  Placement  Frofisa  Only)  enter  die  code  of  the  activity  at  which  the  remote  vacancy  ia  located 
state  (Priority  PUceaem  Program  Only)  enter  atate  code  if  the  location  of  the  vacancy  is  not  assigned  an  activity  code . . 


9 

0 

8 

0 

Q 


COMPLETE  THU  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


REFERRAL  COOE 


□ 


Enter  "I**  if  initial  referral  only 

Enter  “J”  if  continuous  referral  is  desired  until  at  least  10  rcsuacs  have  been  referred  or  for  90  days,  whichever  is  sooner 
Enter  "X"  to  cancel  referral  code  I 


Enter  Gauntry  Code.  Component,  Salary  Differential  and  Annual  Salary 


M  SAL 

CTRY  P  OiFF  ANNUAL  SALARY. 


n 


DO  FOB*  1$lf  aiPLACII  DO  FORM  IM  (I  JAN  til  ANO  DO  CONN  IMS  <1  FEB  Ml  NMICH  SHOULD  II  OCSTNOYCO. 
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Figure  10-11. 


Sample  vacancy  requisition  for  an  overseas  activity 
serviced  by  a  CONUS  activity. 
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5.  Vacancy  Requisitioning  Products 

a.  Priority  Placement  Referral  Resumes.  Priority  Placement 
Referral  Resumes  will  bi  issued  when  there  are  registrants  available 
who  match  a  requisition.  Upon  receipt,  receiving  installations  will 
review  the  Priority  Placement  Referral  Resumes  and  make  a  decision  as 
to  whom  an  offer  will  be  made  on  the  basis  of  data  reflected  on  the 
resume.  See  Chapter  5  for  procedures  for  making  offers. 

b .  Vacancy  Requisitions  -  Unmatched  -  Errors 
Cancellations  Listing.  Although  a  specific  skill  is  listed  on  the 
Stopper  List,  the  available  registrants  in  the  PPP  may  be  deleted  from 
the  Program  before  a  requisition  for  the  skill  is  processed.  The 
submitting  activity  will  then  receive  a  "Vacancy  Requisitions  - 
Unmatched  -  Errors  -  Cancellations  Listing."  This  Listing  indicates 
to  the  activity  that  there  are  no  registrants  in  the  Program  for  the 
skill  for  which  the  requisition  was  submitted. 

C.  OVERSEAS  EMPLOYMENT  PROGRAM  (QEP) 


1.  General 


a.  Requisitions  for  the  OEP  will  be  submitted  only  by  those 
activities  serving  as  recruiting  offices  for  overseas  locations.  Dd 
Form  1818,  Vacancy  Requisition,  will  be  used  to  request  referral  of 
applicants  available  for  specific  positions  -  i.  e.  Pay  Group,  Series, 
Grade,  Option (s)  -  if  any,  and  Country  Location. 

b.  In  addition  to  requisitioning  for  skills  that  appear  on 
the  current  DoD  OEP  Acceptance  List,  Overseas  Recruiting  Offices  may 
requisition  for  other  skills.  When  telephoning  such  requests  to  DDSC, 
the  caller  must  indicate: 

(1)  That  the  skill  is  not  on  the  current  Acceptance 
List  and  is  to  be  entered  on  the  Positive  Recruiting  List  (PRL) . 

(2)  Whether  the  skill  is  to  be  added  to  the  current 
Acceptance  List  because  a  continuing  need  exists.  DDSC  will  enter  a 
plus  sign  (+)  with  the  skill  on  the  PRL.  Skills  identified  in  this 
manner  will  be  added  by  DoD  activities  to  their  copies  of  the  current 
Acceptance  List  upon  receipt  of  the  PRL. 

c.  Referral  Code  2  or  4  will  always  be  used  with 
requisitions  for  skills  not  appearing  on  the  current  Acceptance 
List.  These  skills  will  be  entered  on  the  PRL  and  will  remain  on  the 
PRL  until  they  are  canceled  by  the  Overseas  Recruiting  Office,  90  days 
have  elapsed,  or  10  registrants  are  referred,  whichever  occurs 
first.  Skills  not  appearing  on  the  current  Acceptance  List  or 
identified  by  a  plus  sign  adding  them  to  the  current  Acceptance  List 
will  be  identified  by  DDSC  on  the  PRL  with  an  asterisk  (*). 


( 
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2 .  Coding  Instructions  for  PEP  Vacancy  Requisitions 

a.  Vacancy  Requisitions  must  be  coded  in  accordance  with 
the  following  instructions  and  the  data  submitted  to  DDSC  by  telephone 
or,  when  telephone  is  not  practical,  via  electrical  message  or  air 
ma  il . 


(1)  Control  Number  -  Enter  not  more  than  seven  numeric 
or  alpha  characters  assigned  to  the  requisition  by  the  submitting 
office  for  identification  purposes.  There  must  be  one  character 
entered  in  at  least  one  of  the  seven  spaces.  NOTE:  A  control  number 
must  never  be  duplicated  on  vacancy  requisitions  since  this  number  is 
used  for  computer  control  purposes. 

(2)  Requisition  Activity  Code  -  Enter  the  four- 
character  activity  code  ass  igned  to  the  Overseas  Recruiting  Office 
which  is  submitting  the  vacancy  requisition.  Assigned  activity  codes 
are  contained  in  DoD  1400.20-2-M  and  must  always  end  in  alpha  "A". 

(3)  Number  of  Vacancies:  -  Enter  the  number  of 
vacancies  that  exist  at  the  overseas  location  for  the  skill  for  which 
the  vacancy  requisition  is  being  submitted.  Enter  01  through  99  as 
appropriate . 


(4)  Pay  Group,  Series,  and  Grade  -  Enter  the  Pay  Group, 
|  Series,  and  Grade  of  the  vacancy. 

(a)  Pay  Group  -  Enter  GS  for  Class  Act  (GM  will 
never  be  shown  here);  WG  for  Wage  Grade  nonsupervisory ;  WL  for  Wage 
Grade  Leader;  WS  for  Wage  Grade  Supervisor;  or  any  valid  FWS  pay 
group,  as  appropriate. 

(b)  Series  -  Enter  the  appropriate  series  in 
accordance  with  OPM  occupational  groups  and  series  designations. 

(c)  Grade  -  Enter  appropriate  grade  level  of 
vacancy  using  Grades  01  through  15  for  Class  Act  or  the  appropriate 
grade  level  for  the  FWS  pay  category. 

(5)  Option  Codes  -  Enter  the  appropriate  option  code(s) 
-  if  any.  Only  those  option  codes  listed  under  the  series  shown  on 
the  OEP  Acceptance  List  may  be  used. 

(6)  DoD  Coded  Activity  -  Leave  blank  for  OEP. 

(7)  State  -  Leave  blank  for  OEP. 

(8)  Referral  Code  -  Enter  the  appropriate  code  which 
describes  the  type  of  referral  action  the  submitting  activity  wapts 
taken  on  the  requisition.  (For  positions  not  appearing  on  the  current 
OEP  Acceptance  List,  referral  code  2  or  4  will  be  used.) 


DoD  1400 . 20-1-M 
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(a)  Referral  Codes  1  and  2  -  Referral  codes  1  and 
2  are  to  be  used  when  the  Overseas  Recruiting  Office  wants  referral  of 
all  matching  registrants  regardless  of  component. 

1_  Code  1  -  One  Time  Only  Referral  of  All 
Matching  Registrants  -  Code  1  will  be  entered  when  a  one  time  only 
referral  is  desired  of  all  registrants,  regardless  of  component,  whose 
skill  (Pay  Group,  Series,  Grade,  Option(s)  -  if  any)  and  Country  match 
the  requisition.  Referral  Resumes  of  all  matching  registrants  will  be 
mailed  to  the  Overseas  Recruiting  Office.  If  no  matching  registrants 
are  available,  an  Unmatched  Vacancy  Requisition  Listing  will  be 
forwarded  to  the  Overseas  Recruiting  Office.  In  either  case,  no 
further  action  will  be  taken  on  the  requisition  by  DDSC.  Code  1 
requisitions  will  never  appear  on  the  PRL. 

2_  Code  2  -  Continued  Referral  of  All  Matching 
Registrants  -  Code  2  will  be  entered  when  continued  referral  is 
desired  of  all  registrants,  regardless  of  component,  whose  skill  (Pay 
Group,  Series,  Grade,  Option(s)  -  if  any,)  and  Country  match  the 
requisition.  Referral  Resumes  of  all  matching  registrants  will  be 
mailed  to  the  Overseas  Recruiting  Office.  If  10  or  more  registrants 
are  referred  upon  initial  processing,  the  requisition  will  be 
considered  complete.  The  resumes  and  a  Vacancy  Requisition 

Cancellation  Listing  will  be  forwarded  to  the  Overseas  Recruiting 
Office,  and  no  further  action  will  be  taken  by  DDSC.  If  less  than  10 
registrants  are  referred  upon  initial  processing,  the  position  will  be 
entered  on  the  PRL  (with  a  pound  sign-#)  and  continued  referral  will 
be  made  of  matching  registrants  until  the  total  cumulative  number  of 
referrals  equals  10,  90  days  have  elapsed,  or  the  requisition  is 
canceled  by  the  Overseas  Recruiting  Office,  whichever  occurs  first. 

(b)  Referral  Codes  3  and  4  -  Referral  codes  3  and 
4  are  to  be  used  when  the  Overseas  Recruiting  Office  wishes  to  limit 
the  referral  of  registrants  to  those  from  its  own  component. 

c°de  3  -  One  T ime  Only  Referral  of  Matching 
Component  Registrants-  -  Code  3  will  oe  entered  when  a  one  time  only 
referral  is  desired  of  registrants  from  the  same  component  as  the 
Overseas  Recruiting  Office  whose  skill  (Pay  Group,  Series,  Grade, 
Option(s)  -  if  any)  and  Country  match  the  requisition.  Referral 
Resumes  of  all  matching  component  registrants  will  be  mailed  to  the 
Overseas  Recruiting  Office.  If  no  matching  component  registrants  are 
available,  an  Unmatched  Vacancy  Requisition  Listing  will  be  forwarded 
to  the  Overseas  Recruiting  Office.  In  either  case,  no  further  action 
will  be  taken  on  the  requisition  by  DDSC.  Code  3  requisitions  will 
never  cause  the  positions  to  be  entered  on  the  PRL. 

2_  Code  4  -  Continued  Referral  of  Matching 

Component  Registrants  -  Code  4  will  be  entered  when  continued  referral 
Ts  desired  of  registrants  from  the  same  component  as  the  Overseas 
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Recruiting  Office  whose  skill  (Pay  Group,  Series,  Grade,  Option(s)  - 
if  any,)  and  Country  match  the  requisition.  Referral  Resumes  of 
matching  component  registrants  will  be  mailed  to  the  Overseas 
Recruiting  Office.  If  10  or  more  registrants  are  referred  upon 
initial  processing,  the  requisition  will  be  considered  complete,  and 
the  resumes  and  a  Vacancy  Requisition  Cancellation  Listing  will  be 
forwarded  to  the  Overseas  Recruiting  Office.  No  further  action  will 
be  taken  by  DDSC.  If  less  than  10  registrants  are  referred  upon 
initial  processing,  the  position  will  be  entered  on  the  PRL  (without  a 
pound  sign-#)  and  continued  referral  will  be  made  of  matching 
component  registrants  until  the  total  cumulative  number  of  referrals 
equals  10,  90  days  have  elapsed,  or  the  requisition  is  canceled  by  the 
Overseas  Recruiting  Office,  whichever  occurs  first. 


(c)  Code  X  -  Cancellation  of  Vacancy  Requisitions 
-  Code  X  will  be  used  for  the  cancellation  of  a c t i ve  Code  2  or  4 
requisitions.  Cancellation  of  Code  1  and  3  requisitions  is  not 
necessary.  Vacancy  Requisitions  submitted  with  Referral  Codes  2  or  4 
are  to  receive  continual  review  by  the  Overseas  Recruiting  Office  to 
determine  whether  a  cancellation  action  is  required.  A  cancellation 
will  be  submitted  as  soon  as  referral  of  resumes  is  no  longer 
required.  All  data  coded  initially  on  the  Code  2  or  4  requisition 
must  be  coded  on  the  canceling  requisition  exactly  the  same  in  order 
to  identify  the  requisition  to  be  canceled.  The  ONLY  difference  in 
the  coding  would  be  that  Code  X  is  entered  in  Referral  Code  where  the 
2  or  4  was  entered  on  the  original  requisition.  The  submission  of  a 
Code  X  against  an  active  Code  2  or  4  requisition  will  result  in  a 
Vacancy  Requisition  Cancellation  Listing,  which  will  be  forwarded  to 
the  Overseas  Recruiting  Office. 

(9)  Coun try  -  Enter  the  two  character  country  code  in 
which  the  vacancy  is  actually  located.  See  Appendix  C  for  country 
codes. 

(10)  Component  -  Enter  the  component  code  (A  for  Army, 
N  for  Navy,  F  for  Air  Force,  or  0  for  Other)  of  the  component  having 
jurisdiction  over  the  overseas  activity  where  the  vacancy  is  located. 

(11)  Salary  Differential  -  Enter  the  percentage  of 
annual  salary  di f ferential  granted  For  the  area  in  which  the 
vacancy(s)  is  located.  Leave  these  spaces  blank  if  the  salary 
differential  is  not  authorized. 


(12)  Annual  Salary  -  Enter  the  annual  salary  for  the 
first  step  of  the  grade  of  the  vacancy  except  when  a  higher  step  is 
authorized.  Do  not  include  salary  differential.  Salary  for  Class  Act 
positions  should  reflect  the  annual  salary  authorized  by 
legislation.  Salary  for  Wage  Grade  position  vacancies  must  be 
computed  to  an  annual  salary.  If  the  annual  salary  is  less  than 
$10,000,  the  salary  should  be  preceded  by  a  zero  -  07596  -  for 

example . 
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(13)  EXAMPLES 

(a)  The  Air  Force  Overseas  Recruiting  Office  at 
Clark  AFB,  RP,  (Activity  084A)  is  recruiting  for  a  GS-12  Contract 
Administrator  position  located  in  the  Philippines.  (GS-1102-12  with 
the  COL,  Contract  Administration  Option.)  The  annual  base  salary  is 
$30,402,  and  there  is  a  15%  salary  differential.  Air  Force  will  not 
consider  registrants  from  other  components  and  needs  at  least  10 
referrals.  The  control  number  is  PH75111. 


DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLE  TK  IN  ACCORDANCE  »ITH  PART  II.  CHAPTER  4.  DoM  1400.20-1: 


OOCUMCNT  lOENTiFlER  .  .  .  .  . . 

CONTROL  nuMSER  (do  not  duplicate  on  any  orbrr  Vacancy  Requisition)  . 

REQUISITIONING  ACTIVITY  CODE  .  . 

number  of  vacancies  . . 

MV  GROUP.  SERIES  AnO  GRADE  . 

OPTION  COOElS)  . .  . 

OOO  COOEO  activity  (Priority  PUcranu  Pio|raa  Only)  enter  ibr  code  of  the  activity  at  ubick  the  rraoit  vacancy  is  located 
State  (Priority  Placement  Program  Only)  entet  state  code  if  the  location  of  the  vacancy  i»  aot  assigned  so  activity  code . 


□ 


COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


referral  COOE 


0 


Enter  ”1”  if  initial  refertal  oaly 

Eater  "i"  if  eeatiauous  referral  la  draiied  until  at  lease  10  resumes  have  beta  referred  or  for  90  days,  whichever  is  sopor r  C 

Enter  "X"  to  caacel  refenal  code  2  M  SAL 

CTRV  P  o»pf  annual  salary. 


Eater  Country  Code.  Component,  Salary  Dilfeveonal  and  Aaaual  Salary 


P  F 


EH 


00  111! 

» iw.  II 


■  M  ICH  IM  II  ,AN  Wl  »M>  SO  IOHH  IMA  II  ,(*  Ul  MICH  SHOULD  ,t  O.IT.OYBCJ 


Figure  10-12. 


Sample  vacancy  requisition.  Overseas  Employment 
Program,  component  only,  continued  referrals. 
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(b)  Requisitioning  Activity  076A,  Capitol  Area 
Personnel  Services  Office,  Department  of  Navy,  Washington,  D.  C.,  is 
recruiting  for  a  position  located  in  Bermuda  classified  in  the  GS-081 
Fire  Protection  and  Prevention  Series  (Airfield)  at  the  GS-06  level. 
The  annual  base  salary  is  $15,423,  and  there  is  no  salary 
differential.  A  one  time  only  referral  of  all  registrants,  regardless 
of  component,  is  desired.  The  control  number  is  75214. 


OoO  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  REQUISITION 


COMPLtTfc  IN  ACCORDANCE  *ITM  PART  II.  CHAPTER  4.  DoDU  1400.20-1: 


DOCUMENT  IDENTIFIER 


PSD 


CONTROL  number  (do  not  duplicate  on  any  other  Vacancy  Requisition) 


REQUISITIONING  ACTIVITY  code 


7  5  2  1  4 


0  7  6  A 


NUMBER  OF  VACANCIES 


FA Y  GROUP. SERIES  AND  GRADE 


m 


_ SCRIES _ OR 

0  |s  111  |  0  |  6 


OPTION  COOE<S> 


A  I  G 


OOO  CODED  activity  (Priomy  Placement  Program  Oily)  enter  the  code  of  the  activity  at  which  the  remote  vacancy  ia  located 


State  (Priority  Placement  Program  Only)  enter  state  code  if  the  location  of  the  vacancy  is  not  assigned  an  activity  code  . 


m 


COMPLETE  THt  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 


referral  COOE 


Enter  "1"  if  initial  referral  only 

Enter  if  continuous  referral  is  desired  until  at  least  10  resumes  have  been  referred  or  for  90  days,  whichever  is  sopner 
Enter  "X"  to  cancel  referral  code  2 

Enter  Country  Code,  Component,  Salary  Differential  and  Annual  Salary 


FORM  1|1|  ntPLAC«s  do  roam  ims  it  jan  **t  ano  oo  foam  imi  ii  na  «ai  »hich  should  as  osstaovkd. 

*  JOL  7» 


sal 

OlFF  ANNUAL  SALARY. 


BD  N  001  23 


Figure  10-13.  Sample  vacancy  requisition,  Overseas  Employment 
Program,  one  time  referral  of  all  eligible 
registrants 
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Figure  10-14, 


Sample  vacancy  requisition,  Overseas  Employment 
Program,  cancellation. 
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3 .  Vacancy  Requisitioning  Products 

a.  Overseas  Recruiting  Offices  will  receive  either  OEP 
Referral  Resumes  or  an  Unmatched  Vacancy  Requisition  Listing  in 
response  to  a  Vacancy  Requisition. 

b.  A  list  of  OEP  Referral  Resumes  will  be  forwarded  when 
there  are  registrants  in  the  Program  who  match  the  vacancy.  If  the 
requisition  is  a  Code  1  or  3  only  one  listing  will  be  forwarded.  Code 
2  and  4  requisitions  will  result  in  a  list  of  OEP  Referral  Resumes 
being  forwarded  whenever  new  registrants  match  the  vacancy  until  the 
Code  2  or  4  requisition  is  canceled  by  referral  of  10  or  more 
registrants,  by  activity  initiated  Cancellation,  or  at  the  end  of  90 
days,  whichever  occurs  first. 

c.  An  Unmatched  Vacancy  Requisition  Listing  will  be 
forwarded  when  there  are  no  registrants  in  the  Program  who  match  the 
vacancy.  For  Code  1  and  3  requisitions,  no  further  action  will  be 
taken  by  DDSC.  Code  2  and  4  requisitions  will  be  placed  on  the  PRL  if 
they  are  unmatched  or  less  than  10  registrants  are  referred. 


d.  When  a  requisition  is  canceled  by  the  Overseas 
Recruiting  Office  by  submission  of  a  Code  X  requisition  or  automatic 
termination  after  10  referrals  or  at  the  end  of  a  90  day  recruiting 
period,  the  Overseas  Recruiting  Office  will  receive  a  Vacancy 
Requisition  Cancellation  Listing  reflecting  cancellation  of  any 
further  action  by  DDSC  on  the  affected  requisition. 


e.  All  these  listings  should  be  reviewed  to  determine 
whether  any  corrective  action  must  be  taken. 


D.  USE  OF  TELEPHONE  FOR  SUBMITTING  VACANCY  REQUISITIONS 


1.  DD  Form  1818,  Vacancy  Requisition,  data  is  to  be  submitted  by 
BBS,  if  connected.  If  not,  data  should  be  submitted  to  DDSC  via 
telephone  or  AUTODIM.  Mail  should  only  be  used  when  such  data  cannot 
be  submitted  by  other  means. 

2.  CPOs  submitting  vacancy  requisition  data  by  telephone  are  to 
use  the  following  numbers: 

COMMERCIAL:  Area  Code  513,  296-5873  and  296-6871 
AUTOVON:  986-5873  and  986-6871 

Before  calling  DDSC,  a  DD  Form  1818  should  be  prepared  in  advance  in 
order  that  requisition  data  can  be  read  into  the  telephone  in  element 
order  and  without  hesitation.  When  making  a  telephone  call  to  DDSC,  a 
recorded  message  will  advise  users  to  state  the  number  of  requisitions 
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or  registering  activity  report  actions  that  they  are  submitting,  their 
name,  and  then  give  the  appropriate  data.  When  submitting 

requisitions,  requisition  data  is  to  be  read  in  order  and  identified; 

i.e.,  Control  Number _ ,  Requisitioning  Activity  Code _ , 

Number  of  Vacancies _ _  ,  etc.  Data  given  by  the 

caller  will  then  be  transcribed  From  the  recorder  by  DDSC  personnel 
and  submitted  for  computer  processing.  It  is  very  important  that 
callers  speak  slowly  and  directly  into  the  telephone,  enunciating  each 
alpha  and  numeric  character  distinctly  so  that  DDSC  personnel  may 
understand  clearly  the  data  intended  for  each  vacancy  requisition. 

*  Always  give  a  word  to  further  explain  an  alpha.  (For  example,  control 
number  BN  123  should  be  given  as  "B"  as  bravo,  "N"  as  in  Nancy  123.) 
The  recording  device  does  not  acknowledge  receipt  of  requisition 
data.  Acknowledgment  of  requisitions  will  be  in  the  form  of  Referral 
Resumes  or  an  Unmatched  Vacancy  List  forwarded  by  DDSC  to  the 
req. isitioning  activity. 

3.  Vacancy  requisitions  received  at  DDSC  prior  to  1600  hours  by 

*  BBS  and  1200  hours  by  telephone  (Dayton,  Ohio,  time)  will  normally  be 
processed  the  same  day  they  are  received.  Requisitions  received  after 
these  times  on  Friday  will  be  processed  the  following  Monday.  It  is 
recommended  that  DD  Form  1818  be  completed  for  requisitions 
transmitted  by  BBS  or  electric  secretary  to  DDSC  and  that  they  be 
annotated  with  the  date  and  time  of  transmission  and  used  as  the 
requisitioning  activity  office  record  of  submission. 
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CHAPTER  11 
REPORT  ACTIONS 


A.  RESUME  FORMS 

Each  Resume  Audit  issued  by  DDSC  is  printed  on  DD  Form  1820  which 
consists  of  detachable  Parts  A  and  B.  This  is  also  true  of  some 
Referral  Resumes;  however,  those  activities  using  AUTODIN  (see  Chapter 
12)  or  BBS  receive  their  referrals  by  message  or  BBS.  On  the  DD  Form 
1820,  Part  A  contains  Item  1  RESUME  AUDIT  identification  data.  Item  2 
REFERRAL  RESUME  identification  data,  and  REPORT  ACTION  CODES. 
Computer  data  entered  in  Item  1  of  Part  A  indicates  that  Part  B  is  a 
Resume  Audit  issued  to  a  registerinq/releasing  activity  as  the  result 
of  a  registration  or  file  maintenance  form  submitted  to  DDSC. 
Computer  data  entered  in  Item  2  of  Part  A  indicates  that  Part  B  is  a 
Referral  Resume  issued  to  a  gaining  activity  in  reply  to  submission  of 
a  Vacancy  Requisition,  DD  Form  1818.  Report  Action  Codes  are  provided 
in  Part  A  for  use  of  releasing  and  gaining  activities  in  reporting 
actions  affecting  a  registrant.  Actions  which  would  result  in 
deletion  of  registrants  from  the  Programs  are  to  be  reported  by  the 
releasing  activity  to  DDSC  as  soon  as  such  action  is  identified.  As  a 
means  of  assuring  prompt  submission  of  such  actions  by  the  releasing 
activity,  gaining  activities  will  report  results  of  contacts  with  the 
releasing  CPO  concerning  referred  registrants. 

B.  RELEASING  ACTIVITY  REPORT  ACTIONS  -  (AUTODIN  Users  See  Chapter  12) 
(Overseas  Activities  Also  See  Chapter  6) 

Releasing  Activity  Report  Actions,  Item  1,  Part  A,  DD  Form  1820 
provided  by  DDSC  with  each  Resume  Audit  will  be  completed  and  sent  by 
BBS  if  connected  or  telephoned  to  DDSC  when  possible  per  instructions 
in  Paragraph  F  of  this  Chapter.  Registering  activities  may  use  Codes 
02  through  12  as  appropriate  to  effect  deletion  of  a  registrant  from 
all  Programs,  except  the  Overseas  Employment  Program  (PEP ) .  Codes  03 
and  06  through  11  will  be  used  to  remove  registrants  fronTThe  PEP.  To 
assure  that  required  action  for  each  registrant  is  properly  reported 
and  to  preclude  unnecessary  referral  of  registrants  no  longer 
available  for  placement,  the  following  instructions  must  be  adhered  to 
in  submitting  Report  Actions. 

1.  Code  02  -  Declination  of  Offer 

a.  Code  02  will  be  entered  in  spaces  provided  when  a 
registrant  declines  a  valid  offer.  In  addition  to  action  Code  02,  the 
pay  group,  series  grade,  gaining  activity  and  commuting  area  data 
will  be  coded. 


1 1-1 


DoD  1400-20-1-M 


(Chap  11,  Para  Bla(l)) 


{ 1 )  Declination  of  Valid  Offer  from  DoD  Activity: 

(a)  Pay  Group  -  Enter  appropriate  pay  group.  Use  GS 

in  lieu  of  GM. 


declined . 


(b)  Series  -  Enter  the  series  of  the  position 


(c)  Grade  -  Enter  the  two-digit  grade  of  the 
position  declined.  Grades  of  less  than  10  will  be  preceded  with  a 
zero;  i.e.,  04  for  Grade  4. 


(d)  Gaining  Activity  -  Enter  the  code  of  the 
servicing  civilian  personnel  office,  even  though  the  location  of  the 
vacancy  may  be  at  a  remote  site,  to  reflect  the  office  which  should 
receive  credit  for  making  the  position  offer.  (Must  be  an  "A"  coded 
activity. ) 


(e)  Commuting  Area  -  Enter  Y  for  Yes  or  N  for  No  to 
indicate  whether  the  position  declined  was  or  was  not  within  the 
commuting  area  of  the  registering  activity.  Military  Spouses  even  if 
registered  by  an  overseas  activity,  must  show  "Y"  in  the  commuting 
area . 


EXAMPLE:  Registrant  from  Activity  555A  declined  offer  of 

placement  at  Activity  541A  as  Safety  Officer,  GS-018-09,  located 
outside  commuting  area  of  555A: 


REG  ACT  ACTION  PAY  OWOUP 


SERIES 


QRADE 


SAININO 

ACTIVITY/ 

COUNTRY 


to  if-irrmi  diiBi  i  i rwi 1 5i< n  m 


commuting  area 

□) 


Figure  11-1.  Sample  report  action,  declination  of  position  in  DoD 
outside  the  commuting  area. 

( 2 )  Declination  of  Valid  Offer  from  Non-DoD  Federal 
Agency.  Code  the  same  as  for  declination  of  valid  offer  from  DoD 
Activity  except: 


(a)  Pay  Group  -  If  pay  group  contains  more  than  two 
letters,  enter  the  first  two. 

(b)  Gaining  Activity  -  Enter  the  two-letter  code 
from  Appendix  C  for  the  non-DoD  Federal  Agency  where  the  position  was 
located .' 
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EXAMPLE:  Registrant  from  Activity  549A  declines  offer  of 

placement  at  Department  of  Agriculture  for  GS-301-04,  Clerk,  within 
the  commuting  area: 

©AININ© 

ACTIVITY/ 

RE©  ACT  ACTION  PAY  ©ROUP  SERIES  8RAOE  COUNTRY  COMMUTING  AREA 

cun  chid  com  i  imnririGn  i  m 

Figure  11-2.  Sample  report  action,  declination  of  position  in  non- 
DoD  agency,  within  the  commuting  area. 

2 .  Code  03  -  Placement  -  DoD  Activity 

a.  All  Programs  Except  PEP  -  Action  Code  03  will  be  used  to 
reflect  placement,  which  includes  placement  by  reassignments, 
transfer,  and  reinstatement  within  DoD.  Pay  group,  series,  grade, 
gaining  activity  and  commuting  area  will  be  coded  in  the  same  manner 
as  in  paragraph  Bla(l)  for  Action  Code  02,  Declination  of  Offer. 

NOTE:  When  a  report  action  "0  3"  is  processed  by  the  servicing 

activity  any  referral  resumes  (PSJ's)  from  the  same  activity  will  be 
cleared  automatically  by  DDSC .  (In  this  case,  report  action  "14"  not 
required )  . 

EXAMPLE:  Overseas  returnee  registrant  has  accepted  an  offer 

of  placement  at  Activity  555A  as  Fire  Chief,  GS-081-11: 

0AININO 

ACTIVITY/ 

REO  ACT  ACTION  PAY  ©ROUP  SERIES  ©RAPE  COUNTRY  COMMUTIN©  AREA 

I  0|3  I  I  G  IS  I  1018  111  I  I  nm  15  1515  I  HI  QQ 

Figure  11-3.  Sample  report  action,  placement  in  DoD,  overseas 
returnee . 

b.  Overseas  Employment  Program  -  Action  Code  0  3  is  used  in 

the  OEP  to  report  placement  of  an  OEP  registrant  at  a  DoD  activity 

overseas.  When  a  DoD  OEP  registrant  is  placed  overseas  with  another 
Federal  Agency,  use  Action  Code  03  to  remove  the  registrant  from  the 
program  and  receive  credit  for  the  placement. 

(1)  Pay  group,  series  and  grade  are  to  be  completed  in 
the  same  manner  outlined  in  paragraph  Bla(l)  above. 

(2)  In  the  first  two  gaining  activity/country  spaces, 
enter  the  two-letter  country  code  of  the  country  where  the  position  is 
located.  Refer  to  Appendix  C  for  country  codes. 

(3)  Leave  commuting  area  blank. 


> 
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EXAMPLE:  OEP  Registrant  has  accepted  an  offer  of  General 

Engineer,  GS-801-12  at  RAF,  Bentwaters,  England: 


OAININO 
ACTIVITY/ 
ORADE  COUNTRY 


REO  ACT  ACTION  PAY  OROUP  SERIES 

mm  ms  i  rwnrm rnn ru 1 1  i  i 


COMMUTING  AREA 

□ 


Figure  11-4.  Sample  report  action,  placement  in  DoD,  Overseas 
Employment  Program. 


3.  Code  04  -  Placement  -  Other  Federal  Agency  -  Action  Code  04 
will  be  used  to  reflect  a  placement  of  a  DoD  registrant  with  another 
Federal  Agency  outside  the  Department  of  Defense.  Information  should 
be  coded  the  same  as  for  declination  of  a  valid  offer  at  another 
Federal  Agency  (Report  Action  02).  (Code  04  is  not  applicable  to  the 
Overseas  Employment  Program.) 


EXAMPLE:  Registrant  from  Activity  344A  has  accepted  a 
position  of  Clerk  Typist,  GS-322-04,  with  the  Veterans  Administration 
in  Cherry  Point,  NC. 


OAININO 

ACTIVITY/ 

REO  ACT  ACTION  PAY  OROUP  SERIES  ORADE  COUNTRY 

tun  m  13I2  la  □  cm  imm 


COMMUTING  AREA 


m 


Figure  11-5.  Sample  report  action,  placement  in  non-DoD  agency, 
within  commuting  area. 


4.  Placement  -  Private  Industry  -  Action  Code  05  will  only  be 
used  to  report  placement  of  a  registrant  m  private  industry  when  the 
registrant  is  no  longer  available  for  a  position  in  the  Federal 
service.  Do  not  use  this  code  if  the  registrant  desires  and  is 
entitled  to  continued  referral  after  being  placed  in  private 
industry.  This  code  will  not  be  used  in  the  OEP.  Pay  group,  series, 
grade,  and  gaining  activity  are  not  appl  icable .  Code  Y  for  Yes  in 
spaces  provided  for  commuting  area  if  the  position  accepted  is  within 
the  commuting  area  of  the  registering  activity;  if  not,  code  N  for  No. 


EXAMPLE:  Registrant  has  accepted  a  position  in  private 

industry  in  Denver,  CO,  which  is  outside  the  commuting  area  of  the 
registering  activity  and  is  no  longer  available  for  Federal 
employment . 


REO  ACT 


OAININO 

ACTIVITY/ 

ACTION  PAY  OROUP  SERIES  ORADE  COUNTRY 

mnmm  mmnin 


COMMUTING  area 

QD 


Figure  11-6. 


Sample  report  action,  placement  in  private 
outside  commuting  area. 


industry. 
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5.  Retired  -  Action  Code  06  will  be  used  to  reflect  Optional, 
Discontinued  Service,  or  Disability  Retirement  of  a  registrant.  (Do 
not  use  Code  06  for  Discontinued  Service  Retirements  when  the 
registrant  desires  continued  placement  consideration.)  Enter  Code  06 
only  -  no  other  information  required. 

6.  Resigned  -  Action  Code  07  will  be  used  only  when  a  registrant 
resigns  and  does  not  desire  any  further  placement  assistance.  Do  not 
use  Code  07  when  the  registrant  is  entitled  to  and  desires  continued 
placement  assistance. 

7.  Deceased  -  Action  Code  08  will  be  used  to  reflect  the  death  of 
a  registrant.  Enter  Code  08  only. 

8.  Removal  for  Cause  -  Action  Code  09  will  be  used  to  reflect 

that  a  registrant  is  being  removed  for  cause.  Enter  Code  09  only.  Do 
not  use  this  code  to  delete  registrant  for  any  other  reason. 

9.  Removal  -  Registrant  Request  -  Action  Code  10  will  be  used  to 
remove  a  voluntary  registrant  from  the  program  at  the  registrant's 
request.  Enter  Code  10  only. 

10.  Removal  -  CPO  Request  -  Action  Code  11  will  be  used  to  remove 
a  registrant  from  the  program  when  the  CPO  determines  that  a 
registrant  is  no  longer  available  for  placement  and  none  of  the  other 

|  report  action  codes  apply.  It  will  also  be  used  to  cancel  an 
erroneous  registration,  i.e.,  due  to  an  incorrect  Social  Security 
Number.  Code  11  will  be  submitted  when  an  PEP  registrant  moves  to 

another  activity. 

11.  RIF  Canceled  -  Action  Code  12  will  be  used  to  reflect  that  a 
registrant  is  no  longer  affected  by  RIF.  Enter  Code  12  only.  Action 
Code  12  does  not  apply  to  the  PEP.  If  the  RIF  is  canceled  as  the 
result  of  the  CPP  finding  another  job  for  the  registrant,  the  03 
Placement  Code  is  appropriate  to  credit  the  placement  to  the  activity. 

Report  actions  06,  07,  08,  09,  10,  11,  and  12  should  show  report 

action  only  with  no  additional  input  required. 

12.  Action  Code  13  -  Extend  Registration  Pne  Year  (no  longer 

applicable)  (See  Chapter  7,  para  F8,  for  proper  procedure  when 

extending  an  PEP  registration). 

C.  USE  OF  TELEPHONE  FOR  SUBMITTING  REGISTERING  ACTIVITY  REPORT  ACTION 

1.  DD  Forms  1820,  Part  A,  Item  1,  report  action  data  ( from 
registering  activities  only)  are  to  be  submitted  via  telephone  to  DDSC 
By  DoD  civilian  personnel  offices  within  the  United  States  and  Puerto 
Rico,  when  practical.  When  use  of  the  telephone  is  not  practical. 
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especially  for  CPOs  overseas,  transmission  of  report  actions  will  be 
made  by  the  next  expeditious  means  -  electrical  message  or  air  mail. 
The  DDSC  message  address  is: 

DDSC  DAYTON  OH 

2.  CPOs  submitting  registering  activity  report  actions  by 
telephone  are  to  use  the  following  telephone  numbers: 

Commercial:  Area  Code  513,  296-5873  and  296-6871 
AUTOVON:  986-5873  and  986-6871 

a.  Before  calling  DDSC,  the  DD  Form  1820  (Resume  Audit)  Part 
A,  Item  1,  will  be  prepared  in  advance  in  order  that  the  report  action 
data  can  be  read  into  the  telephone  in  proper  order  and  without 
hesitation.  When  making  a  telephone  call  to  DDSC,  a  recorded  message 
will  advise  users  to  state  the  number  of  requisitions  or  registering 
activity  report  actions  that  they  are  submitting,  their  name,  and  then 
give  the  appropriate  data.  When  submitting  registering  activity 
report  actions,  data  must  be  read  in  order  and  identified;  i.e.. 
Program  Code,  Social  Security  Number,  Registering  Activity  Code, 
Report  Action  Code,  and,  on  Report  Action  Codes  02,  03,  04,  the  Pay 
Group,  Series,  Grade,  Gaining  Activity  or  Gaining  Country,  and 
Commuting  Area,  and  finally  the  Name  of  the  registrant.  For  Report 
Action  Code  05  the  Program  Code,  Social  Security  Number,  Registering 
Activity  Code,  Report  Action  Code,  Commuting  Area  and  the  registrant's 
name  is  to  be  given.  It  is  important  that  callers  speak  slowly  and 
directly  into  the  telephone,  enunciating  each  alpha  and  numeric 
character  distinctly  so  that  DDSC  personnel  may  understand  clearly  the 
data  intended  for  each  report  action. 

b.  The  recording  device  does  not  acknowledge  receipt  of 
report  action  data.  Acknowledgment  of  deletion  Report  Actions  will  be 
in  the  form  of  a  Resume  Listing  forwarded  by  DDSC  to  the  registering 
activity.  The  completed  DD  Form  1820,  Part  A,  Item  1,  for  each  report 
action  is  to  be  retained,  the  data  checked  against  the  Resume  Release 
Listing  and  then  the  form  filed  with  other  documentation. 

3.  Registering  activity  report  actions  submitted  to  DDSC  prior  to 
1200  hours,  Dayton,  Ohio,  time  will  be  processed  the  same  day  they  are 
received.  Report  actions  received  after  1200  hours  on  Friday  will  be 
processed  the  following  Monday.  Registering  activity  report  actions 
should  not  be  submitted  via  mail  unless  efforts  to  submit  report 
actions  by  telephone,  BBS,  or  electrical  message  are  unsuccessful. 
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D.  NOTICE  OF  OVERDUE  REGISTRANT  REPORT  ACTION  -  RELEASING  ACTIVITIES 

1.  When  Part  A,  Referral  Resume  Report  Actions  are  returned  by 
the  gaining  activity  to  DDSC  with  proper  action,  the  Resumes  will  be 
cleared  as  far  as  the  gaining  activity  is  concerned.  Report  Action 
Codes  14,  15,  21,  23,  24  and  25  (reflected  in  paragraph  E  of  this 
Chapter)  entered  in  Part  A,  Item  2,  of  Referral  Resumes  returned  by 
gaining  activities  will  indicate  that  the  registering  activity  should 
submit  a  Report  Action  to  DDSC  to  show  a  placement,  declination,  or 
some  type  of  deletion  action,  as  outlined  in  paragraph  B.  If  the 
proper  deletion  action  has  been  submitted  by  the  registering  CPO,  no 
further  action  will  be  necessary.  If  the  registering  civilian 
personnel  office  has  not  submitted  the  necessary  Report  Action  within 
three  days  after  receipt  of  the  gaining  activity  information  by  DDSC, 
a  Notice  of  Overdue  Registrant  Report  Action  will  be  generated  by  the 
computer  to  the  registering  CPO  advising  that  they  should  submit 
appropriate  report  action  to  delete  the  registrant  from  the  Program. 
If  no  reply  to  the  Notice  of  Overdue  Registrant  Report  Action  is 
received  by  DDSC  within  14  days,  a  follow-up  notification  will  be 
forwarded  to  the  appropriate  Zone  Coordinator  by  DDSC. 

2.  Overseas  Employment  Program  -  When  Part  A  of  the  OEP  Referral 
Resumes  are  returned  by  Overseas  Recruiting  Offices  with  Report  Action 
Codes  14,  21,  24  or  26  reflected,  the  same  procedures  will  be  followed 
to  delete  registrants  from  the  OEP  as  is  indicated  in  paragraph  1 
above . 

E.  GAINING  ACTIVITY  REPORT  ACTIONS  (OEP  users  see  Chapter  7  -  AUTODIN 
users  see  Chapter  12) 

A  Referral  Resume  is  issued  for  each  registrant  who  matches  a 
vacancy  requisition.  More  than  one  resume  may  be  issued  in  reply  to 
one  vacancy  requisition.  Gaining  Activities  will  complete  Item  2  of 
Part  A,  DD  Form  1820,  which  identifies  the  Resume  being  referred 
against  a  specific  Vacancy  Requisition,  gives  special  instructions  for 
return  of  Part  A,  and  provides  spaces  for  the  CPO  to  enter  the 
applicable  report  action  code.  Report  Action  Codes  14  through  27  are 
listed  in  Part  A  under  the  heading,  GAINING  ACTIVITY  REPORT  CODES. 
They  will  be  used  by  gaining  activities  to  indicate  action  taken  on 
each  Referral  Resume  received  in  answer  to  a  Vacancy  Requisition. 
Upon  completion  of  action  on  a  Referral  Resume,  enter  the  applicable 
Report  Action  Code  in  the  two  spaces  under  the  heading  ACTION.  The 
authorized  civilian  personnel  official  will  indicate  by  signature  in 
space  provided  that  action  reflected  on  Part  A,  Item  2,  has  been 
accomplished  in  accordance  with  DoD  policies  contained  in  this 
manual.  As  a  means  of  assuring  prompt  submission  of  report  action  by 
the  releasing  activity,  gaining  activities  will  report  results  of 
contacts  with  the  releasing  CPO  concerning  referred  registrants. 
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Report  Action 

REGISTRANT  PLACED  AT  THIS  ACTIVITY 


Report  Action  Code  14  is  used  when  the 
registrant  accepts  the  position  for  which 
referred  by  the  Referral  Resume.  Do  not  use 
Code  14  for  acceptance  in  the  commuting  area  of 
a  temporary  position  of  less  than  one  year  or 
part-time  position  Code  26  should  be  used  for 
reporting  such  placements.  If  the  registering 
and  gaining  activities  are  the  same,  code  "03" 
submitted  by  the  registering  activity,  will 
automatically  clear  all  (P8J's)  and  code  "14"  is 
not  required. 

2.  Code  15  - _ REGISTRANT  DECLINED  THIS  POSITION 

Report  Action  Code  15  is  used  when  the 
registrant  declines  a  valid  offer  of  a  position 
for  which  referred  by  the  Referral  Resume.  Do 
not  use  Code  15  for  declination  of  a  temporary 
or  term  position  by  a  registrant.  Code  26 

should  be  used  for  reporting  such 
declinations.  Use  Code  15  for  declination  of  a 
part  time ,  intermittent,  seasonal  or  on-call  t 
continuing  position  of  which  the  number  of  hours  ' 
of  work  are  essentially  the  same  as  that  held  at 
the  time  of  registration  eligibility. 

3.  Code  16  - _ VACANCY  FILLED  BY  REASSIGNMENT 

Report  Action  Code  16  is  used  when  the 
vacancy  was  filled  by  reassignment  of  an 
activity  or  component  employee  when  placement  of 
the  registrant  is  not  required  by  reason  of 
priori ty . 

4.  Code  17  - _ VACANCY  FILLED  BY  PROMOTION 

Report  Action  Code  17  is  used  when  the 
vacancy  was  filled  by  an  activity  employee  by 
repromotion  or  by  some  other  promotion  action 
permitted  as  an  exception  to  the  Merit  Promotion 
Program,  or  by  promotion  of  an  activity  or 
component  employee  when  placement  of  the 
registrant  is  not  required  by  reason  of 
priority. 

5.  Code  18  - _ VACANCY  FILLED  BY  TRANSFER 

*  Applicable  only  when  responding  to  a 

Military  Spouse  preference  registrant.  j 
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6.  Code  19  - 


7.  Code  20  - 


8.  Code  21  - 


9.  Code  22  — 


10.  Code  23  - 


11.  Code  24  - 


12.  Code  25  - 


VACANCY  FILLED  BY  ANOTHER  REGISTRANT 


Report  Action  Code  19  is  used  when  the 
vacancy  is  filled  by  another  registrant  with  the 
same  or  higher  priority  and  an  offer  was  not 
made  to  registrant. 

VACANCY  FILLED  FROM  DEP/RPL 


Report  Action  Code  20  is  used  when  the 
vacancy  was  filled  from  the  DEP  or  RPL  when 
placement  rights  precede  those  of  the  registrant 
in  accordance  with  Chapter  5,  paragraph  Bl. 

REGISTRANT  ALREADY  PLACED  PER  CPO 


Report  Action  Code  21  is  used  when  the 
releasing  CPO  has  indicated  that  the  registrant 
has  already  been  placed. 

REGISTRANT  NOT  QUALIFIED  PER  RELEASING  CPO 


Report  Action  Code  22  is  used  when  the 
registrant  is  found  not  to  meet  the 
qualification  requirements  for  the  position  by 
mutual  decision  between  the  releasing  and 
gaining  activities,  or  by  decision  of  the 
Region,  Zone  or  Component  Coordinator. 

REGISTRANT  NOT  AVAILABLE  -  RIF  CANCELED 


Report  Action  Code  23  is  used  when  the 
releasing  CPO  advises  that  the  RIF  Notice  of  the 
registrant  has  been  canceled. 

PREVIOUSLY  REPORTED  PLACED  AT  THIS  ACTIVITY 


Report  Action  24  is  used  when  the 
registrant  has  already  been  placed  by  the 
gaining  activity  regardless  of  the  position  in 
which  placed. 

PREVIOUSLY  DECLINED  SAME  POSITION 


Report  Action  Code  25  is  used  when  the 
referred  registrant  has  previously  declined  the 
same  position. 
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13.  Code  26  - _ USE  OF  RESUME  NOT  REQUIRED 

EXPLAIN  _ 

Report  Action  Code  26  is  used  when  none  of 
the  other  Gaining  Activity  Report  Action  Codes 
apply.  Some  examples  follow:  the  employee  has 
either  retired,  resigned,  is  deceased,  accepts/ 
declines  temporary  offer,  has  declined  another 
offer,  or  has  been  removed,  whether  for  cause, 
or  at  the  registrant's  or  CPO's  request. 

Anytime  Report  Action  Code  26  is  used,  a 
full  explanation  as  to  why  use  of  the  resume  is 
not  required  is  to  be  given  in  the  space 
provided . 

14.  Code  27  - _ POSITION  CANCELED 

EXPLAIN  _ 

Report  Action  Coded  27  is  used  when  the 
position  for  which  the  Referral  Resume  was 
requested  was  canceled.  Any  time  Report  Action 
Code  27  is  used,  a  full  explanation  as  to  why 
the  position  was  canceled  is  to  be  given  in  the 
space  provided. 

NOTE:  Overseas  Employment  Program  -  Report  Action  Codes  14,  21,  24 
and  26  above  will  be  used  by  Overseas  Recruiting  Offices  and  Overseas 
Activities  to  indicate  action  taken  on  OEP  Referral  Resumes,  when 
appl icable . 

F.  NOTICE  OF  OVERDUE  RESUME  REPORT  ACTION 

Part  A,  DD  Form  1820,  must  be  returned,  properly  annotated,  to 
DDSC  within  45  calendar  days  for  Priority  1  and  2  and  within  55 
calendar  days  for  Priority  3  from  the  date  of  issue  of  the  resume, 
with  the  exception  of  Referral  Resumes  for  the  OEP~  A  suspense  Ts 
maintained  on  each  Referral  Resume  issued  by  DDSC.  When  an  activity 
has  not  returned  Part  A  of  a  Referral  Resume  within  the  allotted  time 
limit,  a  Notice  of  Overdue  Resume  Report  Action  will  be  sent  to  the 
activity.  If  Part  A  of  the  Referral  Resume  has  not  been  returned 
within  10  work  days  (Priority  1  and  2)  or  20  work  days  (Priority  3)  of 
the  Notice  of  Overdue  Resume  Report  Action,  the  Zone  Coordinator  will 
be  notified  and  will  take  appropriate  action.  If  extenuating 


( 
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circumstances  prevent  the  return  of  a  Referral  Resume  Report  Action 
within  the  allotted  time,  the  requesting  activity  should  notify  DDSC 
as  soon  as  possible  to  preclude  issuance  of  a  Notice  of  Overdue  Resume 
Report  Action.  The  following  information  should  be  provided  to  DDSC: 


1.  Requisition  Activity  Code 

2.  Control  Number 

3.  Reason  for  Delay 
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AUTODIN  PROCEDURES 


A.  PURPOSE 

The  Automatic  Digital  Network  (AUTODIN)  represents  a  difference  in 
the  requisitioning  and  reporting  procedures  from  the  electronic  BBS 
method  and  the  telephone/mail  process.  For  those  activities  using 
AUTODIN  exclusively,  there  is  no  paper  Stopper  List  and,  as  a 
consequence,  no  need  to  continually  match  "open"  vacancies  against  a 
Stopper  List.  Activities  may  choose  a  combination  of  AUTODIN  and  a 
paper  Stopper  List  which  requires  matching  vacancies  against  the  list 
and  submitting  requisitions  and  report  actions  via  AUTODIN.  The 
procedures  for  using  AUTODIN  are  described  herein.  Civilian  personnel 
officers  must  work  closely  with  their  servicing  Communications  Center 
personnel  in  the  Autodin  process. 

B.  POLICY 

All  of  the  policies  and  the  intent  of  the  Priority  Placement 
Program  are  applicable  under  these  procedures,  with  the  following 
exception: 

Those  Army  activities  that  have  automatically  received  resumes  for 
I  Reserve  Technician  vacancies,  along  with  their  Stopper  Lists,  must  now 
use  the  requisitioning  procedures  described  herein. 

C.  REQUISITIONING  PROCEDURES 

1.  It  is  advisable  for  activities  to  complete  a  Vacancy 
Requisition  form  DD  1818  for  all  vacancies  subject  to  the  provisions 
of  the  PPP.  This  procedure  will  be  of  assistance  in  preparing  AUTODIN 
messages  and  will  provide  a  "file  copy"  for  record  keeping  purposes. 

a.  In  converting  the  data  from  the  form  to  the  TWX  format, 
each  block  on  the  form  will  represent  one  card  column  (cc)  and  the 
entire  form  will  represent  one  line  on  the  TWX.  Each  line  has  a 
maximum  length  of  48  characters,  or  card  columns.  However,  no  more 
than  38  columns  may  be  used  for  PPP.  The  first  three  characters  will 
always  be  "P8D"  for  PPP  vacancy  requisitions.  These  first  three 

characters  are  called  the  Document  Identifier  Code  (DIC).  The  DIC  is 

then  followed  by  the  rest  of  the  data  from  the  form,  i.e.,  requisition 
control  number  (columns  4  through  10);  activity  code  (columns  11 
through  14);  number  of  vacancies  (columns  15  and  16);  pay  group, 
series,  and  grade  (columns  17  through  25);  option  code(s),  if  any 
(columns  26  through  31);  and  referral  code  (column  38).  Note  that  if 
any  block (s)  on  the  form  is  blank,  then  that  card  column  must  either 

be  blank  or  "filled  in"  with  a  "Z".  However,  if  a  "Z"  is  used  in  the 

control  number,  it  will  become  a  part  of  that  number  and  must  be  used 
whenever  reference  is  made  to  that  requisition. 

) 
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DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
_ _ VACANCY  REQUISITION _ 

COMPLETE  IN  ACCORDANCE  WITH  PART  II.  CHAPTER  4,  DpPM  1400.20-1: _ 


DOCUMENT  IDENTIFIER 

□ 

8  |  D 

control  number  (do  aot  duplicate  on  any  other  Vacancy  Requisition) 

IL 

0 

_6, 

E 

0 

E 

3D 

REQUISITIONING  activity  CODE 

E 

@ 

5 

number  of  vacancies 

0 

PGP  SERIES 

GR 

PAv  GROoP  SERIES  AND  GRAOE  17  l^j 

3S 

2D 

a. 

22 

23 

Z 4 

25 

OPTION  C OOE 'S> 

26 

5 

28^9 

30 

3L 

OOO  COOEO  activity  (Priority  Placement  Program  Only)  cniei  the  code  of  the  activity  at  which  the  remote  vacancy  is  located 

32 

33 

35 

State  (Pnomy  Placement  Program  Only)  enter  stare  code  if  the  location  of  the  vacancy  is  no l  assigned  an  activity  code  . . . . .  . 

36 

37 

COMF1  ETt  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY  1 

REFERRAL  CODE 

38 

Enter  I”  if  initial  referral  only 

Four  'l'*  if  continuous  referral  is  desired  umil  at  least  10  resumes  have  been  referred  or  for  90  days,  whichever  is  sopner 
truer  ’  X"  io  cancel  referral  code  2 


l.nrer  Country  Code,  Component,  Salary  Differential  and  Annual  Salary 


c 

o 

M  SAL 


CTRY  p  OiFF  annual  SALAPy. 


do  *0**  1818 

I  iUL  71 


icu  od  ronw  not  n  jam  »»»  amd  do  rona  iui  u  tea  mi  «hio*  should  ae  otstnovco 


o  us  oortJMargWTeWMmMQoeyrct  isn  -559-10I/14J5 


Figure  12-1.  Card  Column  Numbering  Setup 


2.  After  the  form  has  been  completed,  it 
medium  which  can  be  transmitted  via  AUTODIN. 
using  the  Joint  Message-Form,  DD  173/1.  Except 
message,  it  will  appear  to  be  a  "normal"  TWX, 


must  be  converted  to  a 
This  may  be  done  by 
for  tae  body  of  the 
However,  specific 


requirement  must  be  met  to  assure  proper 
instructions  for  completing  this  portion  of 
two  items  indicated  below. 


processing.  Use  local 
the  form,  except  for  the 
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The  second  character  of  the  Language  Media  Format 
(LMF)  must  always  be  a  "C".  This  tells  the  computer 
on  the  receiving  end  of  the  message  that  the  input  is 
to  be  recorded  in  80  column  card  format  which  is 
acceptable  to  the  DDSC  computer. 


The  Content  Indicator  Code  (CIC)  must  always 
be  "IDCB" .  This  tells  the  computer  on  the 
receiving  end  of  the  transmission  where  to 
route  the  data. 


it 


/  ///  & 

/My  $ 

$/£/  & 

o  AV  &  j 


i/m  * 

s'  /PM  £ 


8D  DGOOOOit  555-A  01 1S0G2G112  EMC STB  3&JA 
CD  DGOOOG5555-A  01 IS0020112  EMC  STB  FI 
CD  0000006 5  B  5 A  01 3S0020112 


it  is  imperative  that  your  communicat 
criticality  of  the  spacing  requirements, 
vacancy  requisition  data  for  a  total  of 
blanks  or  Zs  in  unused  spaces. 


As  you  can  tell  by  the 
headings  at  the  top  of 
this  block,  the 
information  that  is  needed 
is  the  sme  as  that  on  the 
DD1318.  The  most 
important  thing  to 
remember  is  thac  the 
spacing  is  critical.  All 
requisitions  begin  with 
the  Document  Identifier 
Code  (DIC)  of  P8D.  The 
"P"  in  the  DIC  must  be 
considered  as  starting  in 
card  column  (cc)  1.  If 
you  process  TWXs  by  OCR, 
the  TWX  form  must  be  typed 
so  that  the  "P"  is  the 
character  in  the  leftmost 
space.  If  your 
organization  uses  card 
input  for  TWXs,  the  "P" 
must  be  in  cc  1.  If  your 
TWXs  are  typed  on  the 
Standard  Form  173/1,  then 
ons  center  be  aware  of  the 
The  DIC  is  followed  by  the 
no  more  than  38  spaces,  with 
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3.  The  following  Referral  Codes  are  available  for  your  use  when 
submitting  requisition  or  when  submitting  follow  on  actions  against 
requisitions  already  in  the  system: 

Column  38 

Referral  Code  Action  Requested 

Blank  Indicates  the  requisition  is  to  cover  all  priorities 

P  Indicates  a  requisition  is  to  cover  only  priorities 

1  and  2 

A  Indicates  the  requisition  is  for  Army  Reserve 

Technician  or  Air  Force  Reserve  positions. 

T  Indicates  the  requisition  is  to  cover  a  Temporary 

position  which  will  last  for  one  year  or  less 

S  Indicates  the  requisition  is  to  cover  all  priorities 

1  and  2  and  only  military  spouse  priority  3 

E  Indicates  the  requisition  was  submitted  in  error 

F  Indicates  that  the  position  requisitioned  against  has 

been  filled  or  that  a  selection  certificates  has  been 
issued 

N  Indicates  that  the  position  requisitioned  against  is 

not  going  to  be  filled  and  is  to  be  canceled 

C  Indicates  that  the  activity  has  received  a  notice  to 

the  effect  that  a  requisition  has  been  on  file  for  90 
days  without  any  action  occurring  and  still  wants  the 
requisition  to  continue 

I  Indicates  that  the  activity  wants  to  increase  the 

number  of  positions  for  a  particular  requisition 

4.  Normally,  the  requisitioning  activity  will  be  notified  by 
message  the  following  day  whether  the  vacancy  is  matched  or  unmatched 
on  those  requisitions  received  by  DDSC  by  1830  hours  each  day. 

a.  If  a  requisition  is  matched,  one  or  more  resumes  will  be 
generated,  via  AUTODIN.  Those  resumes  are  to  be  processed  in 
accordance  with  established  procedures. 

tr.  If  the  requisition  is  unmatched,  a  message  will  be 
generated,  via  AUTODIN,  advising  the  activity  accordingly.  However, 
the  requisition  will  continue  to  be  processd  automatically  each  day 
until  canceled.  In  the  case  of  multiple  vacancies  for  the  same  type 
position  on  a  single  requisition,  this  automatic  process  will  continue 
until  all  vacancies  are  filled  or  canceled. 
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5.  Autodin  allows  activities  to  increase  the  number  of  vacancies 
on  an  active  requisition  without  submitting  another  requisition, 
thereby  decreasing  the  number  of  requisitions  needed.  The  time  needed 
to  clear  vacancies  is  also  shortened.  A  special  code,  "I",  is  used  to 
increase  the  number  of  vacancies  for  a  particular  requisition.  The 
"I"  will  appear  in  card  column  38  of  the  TWX  line.  As  an  example, 
activity  555A  has  already  requisitioned  for  a  GS-2010-11  under  control 
number  JD84123,  for  one  vacancy.  Since  the  submission  date,  the 
activity  has  generated  two  more  SF52s  to  fill  GS-2010-11  positions  and 
the  initial  requisition  is  still  active.  Instead  of  submitting  a  new 
requisition,  the  activity  may  report  this  change  by  increasing  the 
number  of  vacancies  on  JD84123  by  two.  Again,  the  format  is  similar 
to  that  used  for  initiating  a  requisition  and  the  action  would  look 
like  this,  if  "Z"  is  not  used  as  a  filler: 

1  2  3  4  5 

12345678901234567890123456789012345678901234567890 

P8DJD84123555A02  I 

Figure  12-2.  Sample  AUTODIN  transmission  to  increase  the  number 
of  vacancies. 

a.  This  method  can  only  be  used  with  identical  vacancies.  If 

the  original  requisition  was  for  a  position  without  any  options  and  a 

new  vacancy  is  for  a  position  in  the  same  classi f ic?t i on  series  but 

with  an  option,  the  positions  would  not  be  ide  .'  icv.i  and  a  new 

requisition  would  be  required. 

b.  Action  code  "I"  can  be  used  as  long  as  the  vacancy 

requisition  is  active.  Once  the  number  of  vacancies  recorded  by  the 

computer  equals  zero,  the  requisition  will  automatically  be  cleared 

from  the  active  file  and  code  "I"  can  no  longer  be  used.  A  new 

requisition  is  required  for  any  new  vacancies. 

6.  After  90  days  have  elapsed  and  the  requisition  is  still 

active,  a  notice  will  be  generated  by  DDSC  requesting  a  report  as  to 
the  status  of  the  requisition,  i.e.,  whether  to  cancel  or  continue 
processing.  In  responding  to  this  notice,  activities  will  use  another 
special  code,  "C",  if  the  requisition  is  to  continue  in  an  active 
status.  Code  "C"  will  cause  the  same  requisition  to  continue  in  the 
system  as  an  active  requisition  until  filled  or  otherwise  canceled,  or 
for  another  90  days,  whichever  occurs  first.  Activities  have  15  days 
in  which  to  respond  to  the  90  day  followup  notice.  The  format  for 
this  type  transaction  would  look  like  this,  if  "Z"  is  not  used  as 

fillers: 


1  2  3  4  5 

12345678901234567890123456789012345678901234567890 

P8DJD84123555A01  C 


Figure  12-3. 


Sample  AUTODIN  transmission  to  continue  a  requisition 
in  an  active  status. 
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7.  There  will  be  instances  when  a  requisition  needs  to  be 
canceled  because  the  requisition  was  in  error,  the  position  has  been 
filled  through  another  authorized  source,  or  the  position  is  not  going 
to  be  filled. 

a.  The  format  for  canceling  a  requisition  is  also  similar  to 
that  used  in  initiating  a  requisition.  The  number  of  vacancies  to  be 
canceled  need  not  equal  the  number  of  vacancies  originally 
submitted.  Rather,  the  number  to  be  canceled  will  be  those  remaining 
on  the  active  requisition.  The  action  code  to  be  entered  in  card 
column  38  must  be  one  of  the  following: 

(1)  E  -  requisition  submitted  in  error  or  vacancy  data 
was  in  error. 

(2)  F  -  position(s)  filled. 

(3)  N  -  position(s)  not  going  to  be  filled.  An  action  to 
cancel  might  look  like  this: 

1  2  3  4  5 

12345678901234567890123456789012345678901234567890 

P8DTO84B52555A03ZZZZZZZZZZZZZZZZZZZZZN 
Figure  12-4.  Sample  AUTODIN  transmission  to  cancel  a  requisition. 

b.  When  a  vacancy  is  canceled,  an  activity  must  insure  that 
adequate  records  are  maintained  which  fully  document  the  reason(s)  for 
using  any  of  the  above  codes.  Additionally,  if  resumes  are  received 
as  a  result  of  the  requisition,  they  must  be  cleared  (use  Report 
Action  Code  26)  and  a  narrative  explanation  for  not  using  the 
resume (s)  provided. 

D.  REPORT  ACTIONS 

A  Referral  Resume  will  be  issued  via  AUTODIN  for  each  registrant 
that  matches  a  vacancy  requisition.  In  order  to  clear  these  resumes 

from  the  active  file,  a  report  action  for  each  resume  is  required. 

Releasing  activities  will  not  use  the  AUTODIN  to  submit  report  actions 
to  remove  registrants  from  the  program.  Rather,  they  will  use  the 
" traditional"  method  to  submit  report  actions  02  through  12.  Gaining 
activities  will  submit  report  actions  14  through  27  using  AUTODIN 

procedures . 

1.  On  each  resume  issued  to  a  gaining  activity,  there  appears  a 
Report  Action  Control  Number  (RPT  ACT  CON  NR).  This  is  a  number 

assigned  by  the  computer  and  is  different  for  each  resume.  All  that 
needs  to  be  transmitted  is  this  number,  as  it  appears  on  each  resume, 
plus  the  report  action  code  appropriate  to  each  resume.  Again, 
spacing  is  critical  to  successful  transit  ssion  via  AUTODIN.  The  "P" 
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in  the  Report  Action  Control  Number  in  card  column  1,  or  the  leftmost 
position.  The  report  action  code  begins  in  column  16.  Report  action 
codes  26  and  27  always  require  some  type  of  narrative  explanation. 
This  may  require  more  than  one  line  of  input.  In  those  instances, 
each  additional  line  of  input  must  also  begin  with  the  report  action 
control  number  and  the  report  action  code,  followed  by  a  line  number 
(columns  18  and  19),  a  space  (column  20),  and  the  narrative 
statement (s) .  Each  line  of  narrative  must  be  numbered  consecutively, 
beginning  with  01,  followed  by  02,  03,  etc.  The  number  01  must  appear 
on  the  first  line  even  if  there  is  only  the  one  line  of  narrative.  A 
multiple  line  report  might  look,  like  this: 

1  2  3  4  5 

12345678901234567890123456789012345678901234567890 


P8J55  5A01 0203 042 601 
P8J555A 010203042602 
P8J555A010203042603 
P8J555A010203042604 
P8J55  5A01020  304  260  5 
P8J555A010203042606 


PER  RELEASING  CPO  EMPLOYEE 
OFFERED  POSITION  AND  DECLINED 
BUT  NOT  A  FIRM  OFFER  SINCE 
POSITION  UNDER  STUDY  FOR  CON 
TRACTING  OUT  AND  PCS  MOVE  IS 
REQUIRED. 


Figure  12-5.  Sample  AUTODIN  transmission,  report  action  26. 

2.  Report  actions  for  each  resume  referred  must  be  transmitted  to 
DDSC  within  45  calendar  days  (Priority  1  and  2)  or  within  55  calendar 
days  (Priority  3)  after  the  date  of  issue  of  the  resume.  If  a  report 
is  not  received  within  the  time  limit,  an  overdue  notice  will  be  sent 
by  DDSC  to  the  activity.  If  extenuating  circumstances  will  prevent 
the  return  of  a  report  action  within  the  allotted  time,  the  activity 
should  call  DDSC  as  soon  as  possible  to  request  an  extension  and 
preclude  the  issuance  of  an  overdue  notice.  The  following  information 
should  be  provided: 

a.  The  requisitioning  activity  code. 

b.  The  control  number(s). 

c.  Reason(s)  for  the  delay. 

3.  Gaining  activity  report  action  codes  are  to  be  applied  as 
described  in  Chapter  11. 
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E.  ERROR  MESSAGES 

If  errors  are  detected  on  any  type  of  AUTODIN  input  transaction, 
an  error  message  will  be  generated.  An  error  message  will  be 
generated  as  a  result  of  an  actual  error  in  transmission,  or  as  the 
result  of  a  preceding  action. 

1.  Messages  indicating  that  erroneous  data  has  been  submitted 
in  a  vacancy  requisition  will  be  transmitted  showing  how  the 
requisition  was  actually  received  by  the  DDSC  computer,  followed  by  an 
itemized  list  of  any  errors. 

2.  Other  messages  may  be  transmitted  indicating  situations 
which  are  "unmatched"  or  duplications,  or  unnecessary  actions.  For 
example,  a  cancellation  action  may  be  a  duplicate,  because  the 
requisition  was  previously  canceled,  or  the  cancellation  may  be 
unmatched  because  the  control  number  on  a  cancellation  action  does  not 
match  any  requisition  control  number.  Another  example  of  an  unmatched 
cancellation  might  occur  because  the  requisition  has  been 
automatically  deleted  as  the  result  of  an  authorized  placement  action. 

3.  Activities  should  verify  that  a  particular  requisition  has 
not  been  canceled  before  submitting  a  cancellation  transaction.  Care 
should  be  exercised  to  assure  that  correct  control  numbers  are  used 
when  any  follow  up  action  is  taken  against  an  existing  requisition. 
As  noted  before,  spacing  on  all  AUTODIN  input  transactions  is 
critical.  If  just  one  column  is  wrong,  the  transmission  will  be 
rejected  and  an  error  message  will  follow. 
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CHAPTER  13 

INTERROGATION  PROCESS 


A.  POLICY 


Vacancies  within  DoD  are  to  be  filled,  to  the  extent  possible,  by 
PPP  registrants  whose  positions  are  scheduled  for  abolishment  or 
transfer.  To  assist  CPOs  in  fulfilling  this  responsibility,  the  PPP 
is  also  programmed  for  use  as  a  recruiting  source.  An  activity  with 
vacancies,  and  whose  Stopper  List  is  clear,  may  obtain  resumes  of 
registrants  who  are  qualified  but  may  not  be  registered  for  placement 
at  that  particular  installation,  or  remote  location  which  it  services. 


B.  REQUESTING  INTERROGATIONS 


1.  An  interrogation  of  the  programs  covered  under  the  PPP  may  be 
requested  by  mail  or  telephone  to  DDSC.  The  degree  of  success  in 
using  the  Program  as  a  recruiting  source  is  often  based  on  the  manner 
in  which  interrogations  are  requested  and,  for  this  reason,  a  general 
outline  of  the  Program  capability  is  listed  below  with  suggestions  on 
how  to  obtain  maximum  results. 


2.  Information  on  registrants  in  the  Program  may  be  obtained  by: 

a.  Skill  -  how  many  individuals  are  registered  for  a 
particular  type  of  job. 


b.  Pay  Group  -  GS,  General  Schedule;  WG,  Wage  Grade;  WL,  Wage 
Leader;  WS,  Wage  Supervisor;  WM,  Maritime;  WN,  Production  Facilitating 
-  Supervisory  or  etc. 

c.  Grade  Level  -  GS  01  through  15  and  WG,  WL,  WS,  WM,  WN, 
etc.,  as  appropriate 

d.  Area  where  referral  is  desired,  by: 

(1)  Individual  DOD  activity. 

(2)  All  DOD  activities  within  a  Zone. 

(3)  All  DOD  activities  within  a  DoD  Region. 

(4)  All  DOD  activities  within  the  United  States. 

e.  Any  combination  of  the  above  -  i.e.,  skills  within  a 

state,  etc. 


r  ^ 
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C.  USING  THE  INTERROGATION  PROCESS 

1.  The  DoD  activity  with  vacancies  should  carefully  consider  a 
plain  of  interrogation  and  data  should  be  requested  within  reasonable, 
manageable  bounds.  A  request  for  information  should  be  narrowed  down 
to  that  which  will  represent  the  best  recruiting  potential. 
Interrogations  for  all  registrants,  all  skills,  or  other  large 
interrogations  would  provide  a  very  extensive  listing  of  potential 
candidates  but  probably  would  not  help  the  activity  with  the  vacancy. 

2.  A  potential  supply  of  candidates  would  consist  of  those  who 
are  registered  for  consideration  at  DoD  activities  near  the  activity 
with  the  vacancy.  These  registrants  have  indicated  a  willingness  to 
accept  employment  in  the  same  geographical  area  even  though  they  have 
not  selected  the  activity  with  the  vacancy. 

3.  The  offer  of  a  promotion  to  registrants  identified  by  the 
interrogation  process  serves  as  an  incentive  to  get  such  registrants 
to  accept  offers.  Interrogations  could  be  requested  for  employees 
registered  for  grades  lower  than  the  vacancy  to  be  filled  and, 
although  the  data  on  the  registrants  will  not  specifically  identify 
those  eligible  for  promotion,  several  indicators  are  available  as  to 
the  employees'  qualifications.  Contact  with  a  registrant's  Civilian 
Personnel  Office  will  provide  detailed  qualification  information.  In 
addition,  related  skills  which  are  known  to  be  qualifying  should  be 
included  in  the  interrogation  request. 

4.  Registrants  from  other  DoD  regions  who  have  selected 
activities,  though  not  all  the  activities,  in  the  region  of  the 
interrogating  activity  may  be  inclined  to  accept  offers.  Registrants 
from  other  activities  in  the  same  State  as  the  interrogating  activity 
may  also  be  inclined  to  accept  offers.  Employees  who  are  registered 
for  a  large  number  of  widely  varied  activities  have  also  indicated  a 
high  degree  of  potential  mobility  and  may  represent  a  better 
recruiting  source  than  those  employees  who  have  selected  relatively 
few  activities. 

5.  Other  Federal  agencies  are  authorized  and  encouraged  to  use 
this  process  as  a  recruiting  source.  When  requests  for  interrogations 
for  recruiting  purposes  are  received  from  outside  DoD,  DDSC  may  assign 
responsibility  to  the  DoD  activity  nearest  the  interrogator  to 
interpret  the  computer  data  or  forward  the  results  of  the 
interrogation  to  the  appropriate  Zone  Coordinator  for  the  purpose  of 
such  assignment. 

6.  Activities  using  the  interrogation  process  for  recruiting 
purposes  are  to  inform  DDSC  of  the  results  when  a  valid  offer  is 
accepted/declined.  Releasing  activities  are  to  report  any  placements 
made  from  interrogations  on  the  Report  Action  Part  A,  DD  Form  1820, 
provided  with  each  registrant's  Resume  Audit. 
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7.  Interrogations  should  be  requested  from  DDSC  by  telephone,  if 
possible,  using  the  following  numbers: 

Zone  1 

Commercial:  AC  513-296-6440 

AUTOVON:  AV  986-6440 

Zone  2 

Commercial:  AC  513-296-6440 

AUTOVON:  AV  986-6440 

Zone  3 

Commercial:  AC  513-296-6449 

AUTOVON:  AV  986-6449 

Zone  4 

Commercial:  AC  513-296-6449 

AUTOVON:  AV  986-6449 

8.  If  an  interrogation  request  is  submitted  in  writing,  the 
following  format  should  be  used: 

SUBJECT:  DoD  Program  for  Stability  of  Civilian  Employment- 

Interrogation  Request 

TO:  Defense  Data  Support  Center 

ATTN:  DDSC 

1507  Wilmington  Pike 
Dayton,  OH  45444-5310 

An  interrogation  for  registrants  in  the  DoD  Program  for  Stability  of 
Civilian  Employment  is  requested  for  recruiting  purposes.  The 
following  information  is  provided  to  effect  the  interrogation: 

a.  Activity  Code  of  Requesting  Activity  -  _ 

b.  Area(s)  of  Interrogation  -  _ 

(Specify  the  Activity  Code  of  the  activity  nearest  to 
vacancy,  if  known.  Otherwise,  specify  nationwide,  zones(s), 

region(s),  state(s).) 

c.  Skill(s)  Desired  -  _ 

(Specify  pay  group,  series,  options,  if  any,  and 
grade  levels(s)  desired.) 


Figure  13-1. 


Sample  letter,  request  for  interrogation. 
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APPENDIX  A 

DEPARTMENT  OF  THE  ARMY  FAMILY  MEMBER  PRIORITY  PLACEMENT  PROGRAM 

(Program  F) 


A.  APPLICATION 

This  appendix  applies  only  to  current  Department  of  the  Army  (DA) 
employees  who  are  family  members  (FM)  of  DA  civilian  or  military 
personnel  including  Army  National  Guard  and  to  activities  of  DA  when  * 
filling  competitive  service  positions  within  the  50  United  States. 

The  50  United  States  includes  Alaska,  Hawaii,  and  the  District  of 
Columbia . 

B.  PURPOSE 


This  appendix  prescribes  policies  and  procedures  for  the 
systematic  referral  of  eligible  DA  employees  whose  DA  sponsor  is 
involved  in  a  permanent  change  of  station  (PCS). 

C.  ELIGIBILITY 


1.  Conditions.  Current  DA  employees  on  career  or  career- 
conditional  appointments  (or  excepted  service  employees  with  personal 
career  or  career-conditional  status),  who  are  FM(s)  and  desire  to  PCS 
from  one  DA  activity  to  another  DA  activity  within  the  United  States 
are  eligible  for  registration  and  referral  when  their  DA  civilian  or 
DA  military  sponsor: 

a.  PCSs  within  the  50  United  States. 

b.  Makes  a  PCS  overseas  on  an  unaccompanied  tour  and  the  DA 
FM  wishes  to  PCS  within  the  United  States;  or  upon  sponsor's  return 
from  an  overseas  unaccompanied  tour,  FM  wishes  to  relocate  from  within 
the  United  States  to  sponsor's  new  United  States  duty  station. 

c.  PCSs  overseas;  DA  FM  could  accompany  sponsor  but  chooses 
to  remain  in  the  United  States  for  reasons  considered  beneficial  to 
the  family,  and  wishes  to  PCS  (e.g.,  near  family)  within  the  United 
States . 


d.  Retires  (or  service  term  has  expired  for  military  sponsor) 
and  family  will  PCS  to  retirement  destination. 

e.  Is  on  temporary  assignment  (service  schools,  developmental 
assignments,  etc.)  for  9  months  or  longer  and  may  have  either 
permanent  or  temporary  orders. 

f.  Is  making  a  PCS  but  travel  expenses  are  not  being  paid  by 
the  government. 

g.  Is  a  temporary  DA  employee  and  is  selected  for  a  permanent 
position  at  another  Army  duty  station  with  no  break  in  service. 
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h.  Is  assigned  to  a  DOD  activity,  the  FM  is  a  DA  employee  and 
there  is  a  DA  activity  in  the  commuting  area. 

i.  Is  a  DA  reservist  called  to  active  duty  or  a  civil  service 
reemployed  annuitant  if  the  assignment  is  for  9  months  or  more. 

Family  members  for  purpose  of  this  program  are  spouses;  unmarried 
children,  stepchildren,  adopted  children,  and  those  under  the  legal 
quardianship  of  the  employee  or  spouse,  who  have  not  reached  their 
23rd  birthday;  and  parents,  stepparents,  or  legally  adoptive  parents 
of  the  employee  or  spouse  who  are  at  least  51  percent  dependent  on  the 
employee  for  support. 

2.  Duration.  Eligible  employees  will  be  registered  for  a  maximum 
of  1  year.  This  eligibility  is  applicable  regardless  of  whether  leave 
without  pay  continues  beyond  90  days  if  the  last  period  of  employment 
was  with  DA.  Registration  will  occur  within  7  working  days  after 
arrival  at  the  new  station.  Employees  who  do  not  report  for 
registration  within  7  working  days  of  arrival  at  the  new  duty  station 
are  subject  to  forfeiture  of  eligibility.  Limited  exceptions  to  this 
7-day  reporting  date  requirement  will  be  determined  and  granted  by  the 
gaining  Civilian  Personnel  Office,  based  on  valid  emergency  or  other 
extenuating  circumstances. 

D.  REFERRAL  PLAN  -  RESPONSIBILITIES 

1.  Losing  Activity.  The  losing  activity  will: 

a.  Confirm  registration  eligibility  upon  receipt  of  copy  of 
sponsor's  PCS  orders. 

b.  Select  the  servicing  activity  which  will  be: 

(1)  the  servicing  DA  activity  where  sponsor  is  reassigned 

(2)  the  nearest  DA  servicing  activity  in  the  commuting 
area  of  the  new  duty  station 

(3)  the  DoD  activity  which  services  the  DA  activity  to 
which  sponsor  is  assigned 

(4)  the  DA  activity  in  the  commuting  area  when: 

(a)  the  FM  remains  in  the  United  States  and  chooses 
to  relocate  while  the  sponsor  PCS's  overseas  (0,/S)  on  an  unaccompanied 
tour . 

(b)  the  FM  chooses  to  remain  in  the  United  States 
while  the  sponsor  PCS's  O/S. 

(c)  the  sponsor  retires  and  FM  accompanies  sponsor 
with  a  PCS  to  retirement  destination. 

(d)  the  FM  accompanies  sponsor  on  a  temporary 

assignment. 
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and 


c.  Counsel  the  family  member  on: 

(1)  provisions  of  the  Priority  Placement  Program 

(2)  his/her  responsibility  to  contact  the  servicing  DA  CPO 
register  within  7  working  days  of  arrival 

(3)  the  importance  of  keeping  registration  data  current. 


d.  Assure  that  the  employee  reads  and  signs  the  letter  "PPP 
Registration  of  DA  Family  Member"  (Page  A-5)  to  indicate  agreement 
with  the  proposed  date  of  arrival  and  understanding  of  the  7  working 
day  registration  requirement. 


e.  Complete  the  SF  75  and  the  Registration  Form,  DD  1817. 
The  Registration  Form  will  be  completed  according  to  Chapter  8,  with 
the  following  modifications: 


(1) 

Element 

(02) 

Enter 

F 

(2) 

Element 

(03) 

Leave 

Blank. 

(3) 

Element 

(44) 

Leave 

Blank . 

(4) 

Element 

(45) 

Leave 

Blank . 

(5) 

Element 

(64) 

,  Individual  Activity  Selections 

coded  to  limit  registration  to  Army  and  Army  National  Guard  activities 
in  the  immediate  commuting  area  of  the  selected  servicing  CPO  for 
which  FM  indicates  availability. 


f.  Approve  an  initial  grant  of  90  days  of  Leave  Without  Pay 
(LWOP).  Request  for  extension  should  be  considered  in  accordance  with 
CPR  990-2,  Book  630. S12  to  give  the  employee  the  full  1  year  * 
registration  at  the  new  duty  station  identified  in  Dlb  above.  The 

intent  is  to  afford  the  employee  adequate  LWOP  to  accommodate 
reasonable  leave  requests,  enroute,  prior  to  arrival  at  new  duty 
station.  The  12  month  registration  period  begins  at  the  time  of 
registration  by  the  identified  servicing  CPO. 


g.  Immediately  notify  selected  servicing  CPO  by  forwarding 
completed  form  letter  (Page  A-5)  containing  date  of  departure  of 
family  member/employee,  proposed  date  of  arrival  at  the  new  DA 
servicing  CPO,  and  signed  employee  statement.  One  copy  of  DA 
sponsor's  PCS  orders  will  be  forwarded  as  an  enclosure  to  the  letter. 


2.  Employee  (Family  Member).  The  employee  will: 


a.  Present  a  copy  of  sponsor's  PCS  orders  to 
to  confirm  registration  eligibility. 


losing  activity 


hb.  Handcarry  the  DD  Form  1817  and  SF  75  to  the  registering 
servicing  CPO  identified  in  Dlb  above. 
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c.  Register  within  7  working  days  of  arrival  at 
station  to  assure  receiving  the  entire  referral  entitlement. 


new 


duty 


Employees  who  report  after  the  7  working  days  time  period  will  forfeit 
registration  eligibility  unless  an  exception  is  granted  (as  provided 
in  paragraph  C2  above). 


d.  Advise  the  registering  office  at  the  new  duty  station  of 
any  change  to  data  contained  in  DD  Form  1817. 


3.  Designated  Registering  Activity.  The  registering  CPO  of  the 
DA  FM  wills 

a.  Fill  in  Element  (03).  Assign  registering  activity  code. 

b.  Fill  in  Element  (44).  Separation  Date  will  be  the 
beginning  date  of  the  individual's  1  year  registration  period. 

c.  Fill  in  Element  (45).  Release  Date  will  be  the  expiration 
date  of  the  1  year  registration  period. 


* 


d.  Complete  the  registration  form  DD  1817  by  registering  the 
eligible  employee  as  Priority  3  for  a  full  1  year  period.  The 
employee  will  be  referred  to  those  DA  activities  in  the  commuting  area 
which  list  positions  matching  the  skills  and  abilities  possessed  by 
the  registrant  and  for  which  the  registrant  indicates  availability. 

e.  Inform  employee  that  acceptance  or  declination  of  a  valid 
offer  will  result  in  deletion  from  the  program. 


f.  Forward  the  DD  Form  1817  to  the  Defense  Data  Support 
Center  (DDSC). 


g.  Retain  the  employee's  5F  75  and  Priority  Placement  Program 
registration  records,  and  letter  entitled  "PPP  Registration  of  DA 
Family  Member",  including  attachment,  in  an  employee  name  file. 

h.  Submit  file  maintenance  to  keep  data  current. 

i.  Relay  placement  offers. 

j.  Delete  registrants  upon  acceptance  or  declination  of  a 
valid  offer. 


k.  If  placement  is  made,  assure  that  copy  of  employment  SF  50 
is  promptly  forwarded  to  losing  activity  to  preclude  processing  of 
resignation  action. 

l.  Return  DD  1820  Report  Action  promptly  to  DDSC  so  that  the 
effectiveness  of  this  program  can  be  accurately  monitored. 
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NOTIFICATION  FOR  GAINING  CPO 
AND  EMPLOYEE  CONFIRMATION  OF  COUNSELING 


SUBJECT:  PPP  Registration  of  DA  Family  Member  -  _ 

.  -  name 


TO:  Servicing  CPO 


1.  _  currently  employed  as  _ _ _ 

name  Title,  Series  Grade 

is  a  DA  Family  Member  eligible  for  Priority  3  registration  and 
referral  as  provided  in  DoD  Program  for  Stability  of  Civilian 
Employment,  DoD  1400. 20-1-M,  Appendix  A.  A  copy  of  PCS  orders  of  DA 
sponsor  is  attached  for  confirmation  of  this  eligibility  and  your 
record  keeping  purposes.  He/she  will  leave  this  duty  station  in  LWOP 
status  not  to  exceed  _  on  _ ._ 

-  ofate 

2.  This  employee  has  been  counseled  regarding  the  provisions  of  this 

entitlement  (see  statement  below).  DD  Form  1817  has  been  partially 
completed  and  he/she  will  handcarry  DD  1817,  SF  75  and  will  arrive  at 
your  office  for  registration  on  or  before  _ _ ._ 

date 


(signature  -  losing  CPO  Rep) 


For  Registering  Employee: 

I  have  been  counseled  regarding  the  provisions  of  the  DoD  Program  for 
Stability  of  Civilian  Employment,  DoD  1400. 20-1-M.  I  agree  that  the 
above  proposed  date  of  arrival  is  correct  and  I  understand  that  if  I 
do  not  register  within  seven  (7)  working  days  of  the  above  arrival 
date,  I  will  forfeit  my  registration  eligibility. 


(signature  o£  employee) 


1  Enel 
PCS  Orders 

(Authorized  for  local  reproduction) 


Figure  A-l.  Sample  letter,  notification  for  gaining  activity  CPO  and 
employee  confirmation  of  counseling. 
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APPENDIX  B 

DOD  PLACEMENT  PLAN  FOR  EMPLOYEES  UNDER  GRADE  RETENTION 

(Program  R) 


A.  PURPOSE 

1.  This  appendix  prescribes  policies  and  procedures  pertaining  to 
the  PPP  registration  and  placement  of  DoD  employees  with  entitlement 
to  grade  retention  under  5  US  Code,  Chapter  53,  Section  5362.  A 
special  subprogram,  PPP  Program  "R",  has  been  established  to 
accomplish  such  registration  and  placement. 

2.  Program  "R"  is  the  means  by  which  employees  with  grade 
retention  will  be  afforded  priority  referral  for  vacancies  for  wi.i.ch 
qualified  in  activities  serviced  by  their  "A"  coded  civilian  personnel 
office,  unless  the  employing  DoD  component  has  a  separate  component¬ 
wide  plan  which  affords  equal  or  greater  placement  opportunity  for 
such  vacancies.  Program  "R"  is  also  the  means  by  which  employees  may 
elect  to  obtain  priority  referral  for  commuting-area  vacancies  for 
which  qualified  in  activities  other  than  those  serviced  by  their  "A" 
coded  civilian  personnel  office.  Policies  and  procedures  governing 
referrals  within  and  outside  the  "A!'  coded  activity  are  outlined  in 
paragraph  C5  below. 

3.  All  DoD  policies  and  procedures  applicable  to  the  PPP  set 
forth  in  this  manual,  except  as  modified  herein,  are  to  be  applied. 

B .  AUTHORITY 

1.  5  United  States  Code  5361-5366 

2.  5  Code  of  Federal  Regulation  Part  536 

3.  FPM  536,  Grade  and  Pay  Retention 

C.  PLACEMENT  PLAN 

1.  Pre-Registration  Referrals.  Employees  with  entitlement  to 
grade  retention  under  5  US  Code,  Chapter  53,  Section  5362  will,  along 
with  other  employees  scheduled  for  RIF  separation  or  downgrade,  be 
afforded  placement  assistance  at  the  employing  activity  in  current 
vacancies  for  which  qualified  in  their  present  grades  consistent  with 
the  provisions  of  Chapter  4  of  this  manual.  Also  in  Chapter  4  is  a  * 
Decision  Table  which  shows  the  relationship  between  temporary 
employment  and  retained  grade  and  pay  entitlement. 
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2 .  Registration  in  Program  "A". 


a.  Employees  in  receipt  of  RIF  notices  offering  changes  to 
lower  grade  with  entitlement  to  grade  retention  are  eligible  to  be 
registered  only  in  Program  "A"  under  the  provisions  of  this  manual 
during  the  specific  notice  period.  They  may  be  registered  for  the 
current  grade  and  for  as  many  as  three  grades  below  the  current  grade, 
down  to  but  not  including  the  RIF  demotion  grade,  for  referral  to 
vacancies  within  and  outside  the  employee's  commuting  area. 

b.  RIF  demotees  who  elect  to  be  registered  in  Program  "A" 
during  the  specific  notice  period  will  be  automatical ly  deleted  from 
the  program  by  computer  action  based  upon  the  release  date  entered  in 
DD  Form  1817,  Element  (45).  At  that  time,  the  servicing  activity  will 
register  an  employee  entitled  to  retained  grade  in  Program  "R"  by 
submitting  a  new  DD  Form  1817  to  DDSC,  coded  in  accordance  with 
paragraphs  3,  4,  5,  and  7  below. 

3 .  Mandatory  Registration  Into  PPP  Program  ''R'' ♦ 

a.  Program  Code  "R"  will  be  used  for  mandatory  registration 
of  employees  under  grade  retention,  in  conformance  with  5  US  Code, 
Chapter  53,  Section  5362,  who  cannot  be  placed  under  provisions  of 
paragraph  B1  and  2  above.  Employees  serving  under  grade  retention 
will  be  mandator ily  registered  in  Program  "R"  for  the  area  of 
availability  indicated  in  paragraph  5a'l)  below  at  the  time  they  enter 
the  2-year  period  of  retained  grade  status.  They  will  be  registered 
only  at  their  retained  grade  for  all  skills  (up  to  five)  within  their 
pay  group  for  which  they  are  fully  qualified. 

b.  Employees  who  elect  to  initiate  formal  appeals  of  their 

downgrade  actions  will  not  be  required  to  register  in  Program  "R" 
while  the  appeal  is  pending.  However,  such  employees  may  be 
registered  at  their  option.  If  such  an  employee  is  placed  under 
Program  "R",  the  placement  action  will  be  considered  final  regardless 
of  the  outcome  of  the  appeal.  Should  such  a  registrant  decline  a 
valid  and  reasonable  offer  while  the  appeal  is  still  pending,  he  or 

she  will  be  released  from  Program  "R" .  By  such  a  declination, 

eligibility  for  grade  retention  ceases. 

4 .  Restricted  Registration  of  Retained  Grade  Employees  Placed  at 

Other  DoD  Activities.  Employees  under  retained  grade,  who  are  placed 
through  Program  "A"  during  the  RIF  notice  period,  at  a  DoD  activity  in 
a  different  commuting  area  involving  a  permanent  change  of  station 
move,  will  be  registered  in  Program  "R"  only  for  organizations  of  the 
gaining  activity  (i.e.,  serviced  by  the  "A"  coded  CPO)  which  are 
located  in  the  commuting  area  of  the  employee's  new  assignment.  This 
restriction  will  apply  for  1  year  following  transfer  or 

reassignment.  Following  the  expiration  of  the  1-year  period, 

registration  may,  at  the  employee's  option  and  with  Zone  Coordinator 
approval,  be  expanded  up  to  and  including  all  DoD  activities  in  the 
commuting  area  for  the  remainder  of  the  2-year  grade  retention 
period.  Such  expansion  will  be  consistent  with  the  standards  under 
paragraph  5  below. 
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5 .  Area  of  Availability  (’’R11  Program). 

a.  Except  as  provided  in  paragraphs  C3b  and  C4  above, 
eligible  employees  will  be  registered  in  the  "R"  Program  for  placement 
consideration  as  follows: 

(1)  Initial  registration  will  be  restricted  to  the 
organizations  serviced  by  the  "A”  coded  civilian  personnel  office 
within  the  commuting  area  for  90  days,  if  there  are  500  or  more 
positions  at  that  location.  This  90-day  period  begins  at  the  time  of 
registration  into  Program  "R" . 

(2)  At  the  end  of  90  days,  or  initially  if  fewer  than  500 
serviced  positions  exist  in  the  commuting  area  of  the  "A"  coded 
civilian  personnel  office,  registration  may  be  expanded,  at  the 
employee's  option,  to  include  all  component  activities  in  the 
commuting  area. 

(3)  Registration  for  all  DoD  activities  in  the  commuting 
area  may,  at  the  employee's  option,  be  initally  accomplished,  if  fewer 
than  500  component  positions  exist  in  the  area. 

b.  Zone  Coordinators  may  authorize  DoD-wide  registration  in  a 
commuting  area  (1)  when  an  eligible  employee  is  qualified  only  for 
skills  or  grades  which  are  poorly  represented  in  the  commuting  area, 
even  though  500  or  more  activity  or  component  positions  exist  in  the 
area,  (2)  when  a  registrant  has  not  received  an  offer  after  a  minimum 
registration  period  of  6  months,  and  (3)  following  expiration  of  the 
1-year  period  during  which  full  Program  "R"  registration  is  precluded 
under  paragraph  C4  above. 

c.  When  it  is  anticipated  that  placement  cannot  be  made  in 
the  commuting  area,  the  employing  DoD  Component  Coordinator  may 
authorize  registration  within  that  component  for  locations  which  would 
require  a  permanent-change-of-station  move.  If  registration  is 
desired  for  activities  in  other  components  outside  the  commuting  area, 
this  must  be  approved  by  the  appropriate  Zone  Coordinator.  In  either 
case  the  employee  must  concur  with  registering  outside  the  commuting 
area.  If  a  registrant  declines  a  valid  offer  outside  the  commuting 
area,  he/she  may  not  subsequently  be  referred  beyond  the  commuting 
area.  When  this  occurs,  file  maintenance  documentation  will  be 
submitted  to  DDSC  to  change  the  registrant's  area  of  referral. 
Registrants  placed  at  activities  outside  their  commuting  area  will 
have  their  PCS  costs  paid  by  the  losing  activity.  NOTE:  An  out  of 
area  job  offer  is  not  a  reasonable  offer  under  5CFR,  536,  Section 
536.209;  thus,  a  declination  does  not  terminate  grade  retention. 

6.  Declination  of  Offer.  If  an  employee  eligible  for  retained 
grade  declines  placement  Tn  a  lower-graded  position  offered  through 
Program  "A",  the  employee  will  be  deleted  from  Program  "A".  Such 
employee  will  be  registered  mandatorily  in  Program  ”R"  for  the 
retained  grade  at  the  time  the  2-year  period  of  retained  grade  status 
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begins.  When  a  match  requiring  an  offer  occurs  with  an  "R"  registered 
employee  who  is  fully  qualified  for  the  vacancy,  the  registrant  will 
be  offered  the  position  in  writing  and  provided  with  a  written 
position  description.  (See  5  CFR,  536,  Subpart  B,  Section  536.206). 
The  offer  must  inform  the  individual  that  any  entitlement  to  grade 
retention  will  be  terminated  if  that  offer  is  declined.  If  the 
registrant  refuses  the  offer,  entitlement  to  further  PPP  referral 
terminates.  As  provided  in  5  CFR,  536,  Subpart  B,  Section  536.208, 
grade  retention  will  be  terminated  at  the  end  of  the  pay  period  in 
which  the  employee  declines  a  reasonable  offer.  Immediately  upon 
declination  of  an  offer,  a  report  action  must  be  submitted  to  DDSC  to 
delete  the  registrant  from  the  program. 

7 .  Registering  Activity  Procedures. 


a.  CPOs  will  register  eligible  employees  in  Program  "R"  in 
accordance  with  this  manual,  with  the  following  modifications: 

(1)  Element  (02)  on  the  Registration  Form,  DD  Form  1817, 
will  be  coded  "R". 


(2)  Elements  (12)  and  (13)  will  be  coded  to  reflect  the 
position  held  immediately  prior  to  entrance  into  the  2-year  period  of 
retained  grade  status. 


(3)  Elements  (37)  through  (41),  Skills.  Pay  group  and 
high  and  low  grades  will  be  coded  as  follows: 

(a)  Pay  Group  is  restricted  to  the  pay  group  of  the 
retained  grade,  e.g.,  GS  to  GS;  WG  to  WG;  WL  to  WL;  WM  to  WM;  WD  to 
WD,  etc.  Exception:  Employees  downgraded  from  a  special  wage 
category  which  thereafter  no  longer  exists  may  be  registered  in  other 
pay  systems  for  skills  for  which  they  are  fully  qualified. 


(b)  The  high  grade  and  low  grade  will  be  the 
retained  grade.  Registrants  being  registered  in  other  pay  groups  who 
are  not  qualified  for  the  equivalent  grade  may  be  registered  for  the 
highest  intervening  grade  for  which  technically  qualified. 

(4)  Element  (42)  or  (43),  Special  Qualifications.  For 
employees  who  held  a  supervisory  position  at  the  time  of  the  change  to 
lower  grade,  enter  "Available  for  Supervisory  Position." 

(5)  Element  (44),  Separation/Change  to  Lower  Grade  Date, 
will  be  coded  with  the  effective  date  of  the  employee's  retained  grade 
entitlement  (i.e.,  the  date  the  employee  enters  the  2-year  period  of 
retained  grade  status). 


(6)  Element  (45),  Release  Date,  will  be  coded  with  the 
date  on  which  retained  grade  entitlement  terminates. 
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(7)  Element  (46),  Priority,  will  be  coded  in  accordance 
with  Chapter  3,  Paragraph  A6.  The  priority  will  be  determined  on  the 
basis  of  the  difference  between  the  employee's  retained  grade  and  the 
actual  or  current  grade  of  his  or  her  position,  i.e.,  priority  2  when 
the  difference  is  two  or  more  GS  grades;  and  priority  3  when  the 
difference  is  less  than  two  GS  grades.  Additionally,  if  an  individual 
accepts  or  declines  a  position  to  an  intervening  grade  (through 
internal  procedures)  at  an  activity  for  which  registered  that  effects 
their  priority,  a  file  maintenance  must  be  submitted  to  change  Element 
46  to  the  "new"  priority. 


(8)  Element  (64),  Individual  Activity  Selections,  will  be 
coded  in  accordance  with  policy  contained  in  paragraphs  C  3,  4,  and  5 
above.  When  the  Component  has  authorized  registration  outside  the 
commuting  area  and  broad  geographic  areas  have  been  coded  in  the  Area 
of  Referral  (Zone(s),  Region(s),  or  States(s)),  the  Component  Code, 
Element  (63).  will  be  coded  appropriately  in  order  to  preclude  out-of¬ 
component  referral . 


b.  Registrants  will  be  deleted  from  the  program,  (1)  upon 
acceptance  or  declination  of  a  valid  offer  at  the  retained  grade,  (2) 
upon  entry  into  a  position  with  known  promotion  potential  (including  a 
position  in  a  formal  training  program)  to  a  grade  equal  to  or  higher 
than  the  retained  grade,  or  (3)  if  for  any  other  reason  they  are  not 
available  for  placement,  e.g.,  retirement,  resignation,  etc.  The 
registering  activity  will  submit  a  report  action  to  the  DDSC  in 
accordance  with  Chapter  11  of  this  manual.  When  there  is  a  break  in 
service  of  1  work  day  or  more,  eligibility  for  grade  retention  and 
priority  referrals  under  Program  "R"  are  terminated.  If  not  placed  or 
deleted  from  Program  "R"  earlier,  a  registrant  will  be  automatically 
deleted  from  the  PPP,  at  the  termination  of  the  2-year  grade  retention 
period,  by  computer  action. 


8.  Excepted  Employees. 


a.  Employees  with  grade  retention  in  the  excepted  service 
(excluding  National  Guard  Technicians)  who  do  not  have  personal 
competitive  status  are  eligible  for  registration  in  Program  "R" .  Such 
employees  will  be  afforded  PPP  referrals  to  excepted  service 
vacancies.  In  no  case  will  employees  be  registered  under  Program  "R" 
for  a  location  where  a  PCS  move  would  be  involved  without  the 
employee's  consent  and  the  specific  prior  approval  of  the  appropriate 
Component  Coordinator. 

b.  Civilian  personnel  offices  will  register  such  employees  in 
Program  "R"  in  accordance  with  this  manual  as  modified  in  paragraph 
C7a.  In  addition,  the  following  will  apply  in  registering  excepted 
employees  who  do  not  have  personal  competitive  status: 


(1)  Element 
Positions  Only". 


(42)  will  be  coded  "Available  for  Excepted 
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(2)  Element  (64)/  Individual  Activity  Selections,  will  be 
coded  in  accordance  with  policy  contained  in  paragraphs  C  3,  4,  and  5 
above.  When  the  Component  has  authorized  registration  outside  the 
commuting  area  and  broad  geographic  areas  have  been  coded  in  the  Area 
of  Referral  (Zone(s),  Region(s),  or  State(s)),  the  Component  Code, 
Element  (63),  will  be  coded  appropriately,  in  order  to  preclude  out- 
of-component  referrals.  Prior  to  extending  the  area  of  referral  to 
include  other  activities,  the  registering  civilian  personnel  office 
should  first  determine  whether  the  activities  have  positions  in  the 
excepted  service  which  match  the  registrant's  skills.  If  no  such 
excepted  positions  exist  at  a  given  activity,  the  inclusion  of  that 
activity  in  the  area  of  referral  is  not  appropriate  and,  in  fact, 
would  be  counter-productive. 

9 .  Gaining  Activity  Procedures. 

a.  Skills  of  registrants  in  Program  "R"  will  appear  on  the 
Stopper  List,  along  with  Program  "A"  registrants.  Civilian  personnel 
offices  will  match  vacancies  against  their  Stopper  List  and  submit 
requisitions  in  accordance  with  instructions  in  Chapters  10  or  12  of 
this  manual.  Temporary  positions  need  not  be  offered  to  retained 
grade  employees. 

b.  Referral  resumes  of  Program  "R"  registrants  will  be 
clearly  annotated  "Retained  Grade  Employee"  next  to  their  priority 
designation  on  Part  A  and  Part  B  of  DD  Form  1820.  These  registrants 
will  be  made  offers  in  accordance  with  their  priority  designations, 
and  will  restrict  the  filling  of  vacancies  on  the  same  basis  as 
registrants  with  the  corresponding  priority  under  Program  "A". 

10.  Documentation  of  Offer.  Offers  to  employees  under  the  "R" 
program  must  be  in  writing  and  must  include  a  copy  of  the  official 
position  description  in  order  to  meet  the  criteria  set  forth  in  5  CFR, 
Chapter  53,  Section  536.206. 

11.  Notification  of  Component-Wide  Plan.  A  DoD  component  that 
implements"  a" separate  component-wide  plan,  as  authorized  by  paragraph 
A2  above,  which  affords  placement  opportunities  equal  to  or  greater 
than  those  provided  under  Program  "R"  need  not  make  referrals  for 
vacancies  in  activities  serviced  by  the  employees'  "A"  coded  civilian 
personnel  office  under  Program  "R".  When  such  a  component-wide  plan 
is  to  be  placed  into  operation,  the  component  will  notify  the  Office 
of  the  Deputy  Assistant  Secretary  of  Defense  (Civilian  Personnel 
Policy).  A  copy  of  the  component's  instructions  to  its  field 
activities  will  be  provided  to  the  Deputy  Assistant  Secretary  of 
Defense  (Civilian  Personnel  Policy)  for  dissemination  to  the 
coordinator  structure. 
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APPENDIX  C 

PRIORITY  PLACEMENT  PROGRAM /OVERSEAS  EMPLOYMENT  PROGRAM  CODES 


Code  Sources  -  The  codes  that  follow  are  referenced  throughout  the 
manual,  where  their  usage  and  application  are  also  explained.  When 
possible  the  codes  used  in  the  Priority  Placement  Program/Overseas 
Employment  Program  are  standard  codes,  as  contained  in  DoD  5000. 12-M, 
"Manual  for  Standard  Data  Elements"  or  in  the  Federal  Personnel 
Manual . 

Table  C-l  Physical  Handicap  Codes 

In  the  case  of  multiple  disabilities,  choose  the  code  which  describes 
the  impairment  that  would  most  likely  result  in  such  difficulties. 

DESCRI PTIONS  CODES 

Does  not  wish  to  have  disability  status  officially  recorded  out¬ 
side  medical  records .  01 

Has  no  disability  .  05 

Has  disability  but  is  not  listed  below .  06 

SPEECH  IMPAIRMENTS 

Severe  speech  malfunction  or  inability  to  speak,  hearing  is  normal 
(Examples:  defects  of  articulation  (unclear  language  sounds); 

stuttering;  aphasia  (impaired  language  function);  laryngectomy 
(removal  of  the  "voice  box") .  13 

HEARING  IMPAIRMENTS 

Hard  of  hearing  (Total  deafness  in  one  ear  or  inability  to  hear 


ordinary  conversation,  correctable  with  a  hearing  aid) .  15 

Total  deafness  in  both  ears,  with  understandable  speech .  16 

Total  deafness  in  both  ears,  and  unable  to  speak  clearly .  17 

VISION  IMPAIRMENTS 


Ability  to  read  ordinary  size  print  with  glasses,  but  with  loss  of 
peripheral  (side)  vision  (Restriction  of  the  visual  field  to  the 
extent  that  mobility  is  affected  -  "Tunnel  vision")..... .  22 

Inability  to  read  ordinary  size  print,  not  correctable  by  glasses 
(can  read  over-sized  print  or  use  assisting  devices  such  as  glass 


or  project  modifier) .  23 

Blind  in  one  eye .  24 

Blind  in  both  eyes  (No  usable  vision,  but  may  have  some  light 
perception) .  25 
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DESCRIPTIONS  CODES 

MISSING  EXTREMITIES 

One  Hand .  27 

One  Arm .  28 

One  Coot .  29 

One  Leg .  32 

Both  Hands  or  Arms . 33 

Both  Feet  or  Legs .  34 

One  Land  or  Arm  and  one  Foot  or  Leg .  35 

One  Hand  or  Arm  and  both  Feet  or  Legs .  3  6 

Both  Hands  or  Arms  and  one  Foot  or  Leg .  37 

Both  Hands  or  Arms  and  both  Feet  or  Legs .  38 

NONPARALYTIC  ORTHOPEDIC  IMPAIRMENTS 

(Because  of  chronic  pain,  stiffness,  or  weakness  in  bones  or  joints,  ^ 
there  is  some  loss  of  ability  to  move  or  use  a  part  or  parts  of  the 
body.  ) 

One  or  both  Hands .  44 

One  or  both  Feet .  4  5 

One  or  both  Arms . 46 

One  or  both  Legs .  47 

Hip  or  Pelvis .  48 

Back .  49 

Any  combination  of  two  or  more  parts  of  the  body . .  57 

PARTIAL  PARALYSIS 

(Because  of  a  brain,  nerve,  or  muscle  problem,  including  palsy 
and  cerebral  palsy,  there  is  some  loss  of  ability  to  move  or 
use  a  part  of  the  body,  including  legs,  arms,  and/or  trunk.) 

One  Hand . . 61 

One  Arm,  any  part . 62  ^ 
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r  i 


DESCRIPTIONS 


CODES 


One  Leg,  any  part .  63 

Both  Hands .  64 


Both  Legs,  any  part .  65 

Both  Arms,  any  part .  66 

COMPLETE  PARALYSIS 


One  side  o£  body,  including  one  arm  and  one  leg .  67 

Three  or  more  major  parts  of  the  body  (arms  and  legs) .  68 


(Because  of  a  brain,  nerve,  or  muscle  problem,  including  palsy 
and  cerebral  palsy,  there  is  complete  loss  of  ability  to  move 
or  use  a  part  of  the  body,  including  legs,  arms  and/or  trunk.) 


One  Hand .  70 

Both  Hands .  71 

One  Arm .  72 

Both  Arms .  73 

One  Leg .  74 

Both  Legs .  75 

Lower  half  of  body,  including  legs .  76 

One  side  of  body,  including  one  arm  and  one  leg .  77 

Three  or  more  major  parts  of  the  body  (arms  and  legs) .  78 

OTHER  IMPAIRMENTS 


Heart  disease  with  no  restriction  or  limitation  of  activity  (History 


of  heart  problems  with  complete  recovery) .  80 

Heart  disease  with  restriction  or  limitation  of  activity .  81 

Convulsive  disorder  (e.g.,  epilepsy) .  82 

Blood  diseases  (e.g.,  sickle  cell  disease,  leukemia,  hemophilia)  83 
Diabetes .  84 


C-3 


DoD  1400.2  0-1 -M 


descriptions 


CODES 


Pulmonary  or  respiratory  disorders  'e.g.,  tuberci  losis,  emphysema, 
asthma,  etc.).... .  86 


Kidney  dysf unctioni^ -  (e.g.,  if  dialysis  (use  of  an  artificial  kidney 
machine)  is  required,  etc.) .  87 


Cancer-a  history  of  cancer  with  complete  recovery .  88 

Cancer-undergoing  surgical  and/or  medical  treatment .  89 


Mental  retardation  (A  chronic  and  lifelong  condition  involving  a 
limited  ability  to  learn,  to  be  educated,  and  to  be  trained  for  useful 
productive  employment  as  certified  by  a  State  Vocational  Rehabili¬ 


tation  Agency  under  Section  213.3102(t)  of  Schedule  A) .  90 

Mental  or  emotional  illness  (A  history  of  treatment  for  mental 
or  emotional  problems) .  91 


Severe  distortion  of  limbs  and/or  spine  (e.g.,  dwarfism,  kyphosis 
(severe  distortion  of  back),  etc.) .  92 


Disfigurement  of  face,  hands,  or  feet  (e.g., 
skin,  such  as  those  caused  by  burns,  gunshot 
defects  (gross  facial  birthmarks,  club  feet, 


distortion  of 
injuries,  and 
e  tc  .  ) . 


features  on 
birth 


93 


Learning  disability  (A  disorder  in  one  or  more  of  the 
involved  in  understanding,  perceiving  or  using  language  or 
[spoken  or  written];  e.g.  dyslexia  ) . 


processes 
concepts , 


94 
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Table  C-2 . 

STATE  CODES 

(ST-GA) 1 

STATE 

STATE  CODE 

STATE 

STATE  CODE 

ALASKA 

AK 

MONTANA 

MT 

ALABAMA 

AL 

NEBRASKA 

NE 

ARIZONA 

AZ 

N  EVADA 

NV 

ARKANoAS 

AR 

NEW  HAMPSHIRE 

NH 

CALIFORNIA 

CA 

NEW  JERSEY 

NJ 

COLORADO 

CO 

NEW  MEXICO 

NM 

CONNECTICUT 

CT 

NEW  YORK 

NY 

DELAWARE 

DE 

NORTH  CAROLINA 

NC 

DISTRICT  OF  COLUMBIA 

DC 

NORTH  DAKOTA 

nd 

FLORIDA 

FL 

OHIO 

OH 

GEORGIA 

GA 

OKLAHOMA 

OK 

HAW  A 1 1 

HI 

OREGON 

OR 

IDAHO 

ID 

PENNSYLVANIA 

PA 

ILLINOIS 

IL 

PUERTO  RICO 

RQ 

INDIANA 

IN 

RHODE  ISLAND 

RI 

IOWA 

IA 

SOUTH  CAROLINA 

SC 

KANSAS 

KS 

SOUTH  DAKOTA 

SD 

KENTUCKY 

KY 

TENNESSEE 

TN 

LOUISIANA 

LA 

TEXAS 

TX 

MAINE 

ME 

UTAH 

UT 

MARYLAND 

MD 

VERMONT 

VT 

MASSACHUSETTS 

MA 

VI RGINIA 

VA 

MICHIGAN 

MI 

WASHINGTON 

WA 

MINNESOTA 

MN 

WEST  VIRGINIA 

WV 

MISSISSIPPI 

MS 

WISCONSIN 

WI 

MISSOURI 

MO 

WYOMING 

WY 

r  ^ 

^  A 


''See  DoD  5000. 12-M,  DoD  Manual  for  Standard  Data  Elements. 
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Table  C-3. 


COMPONENT  CODES  (DE-NM) 


These  codes  are  used  to  identify  each  registrant's  employing  (rather 
than  personnel  servi^’ng)  department  or  agency  within  the  Department 
o£  Defense.  Each  o*7  the  four  major  components  (Army,  Navy,  Air  Force 
and  Defense  Loaistics  \gency)  is  assigned  a  separate  DoD  Component 
Placement  Coordinator  n.  der,  Chapter  1  of  this  manual.  In  addition,  a 
single  Component  P'  ament  Coordinator,  Director  of  Personnel, 
Washington  Headquarters  Services,  Code  "D",  has  been  designated  to 
provide  coordination  assistance  to  Defense  organizations  other  than 
Army,  Navy,  Air  Force,  and  the  Defense  Logistics  Agency  and  operates 
with  the  same  authority  as  those  above.  At  Element  (11)  on  the  PPP 
Registration  Form,  Component  Code  "D"  is  entered  when  the  DoD 
component  employing  the  registrant  at  the  time  of  his/her  last 
separation  is  a  Defense  organization  for  which  another  specific 
component  code  has  not  been  assigned.  The  purpose  of  the  component 
code  is  to  identify  registrants  to  a  component  for  report  purposes  in 
the  programs  covered  by  this  manual  and  to  provide  a  computer 
identifier  to  distinguish  when  Priority  2  registrants  in  the  Priority 
Placement  Program  should  be  referred  as  Priority  2  (own  component 
only)  or  as  Priority  3  (all  other  components  selected). 


COM PONENT 


CODE  COMPONENT  COORDINATOR  OFFICE 


Department  of  the  Army  A 

Department  of  the  Air  Force  F 

Department  of  the  Navy  N 

(Including  Marine  Corps) 

Defense  Logistics  Agency  S 

Department  of  Defense  (OSD,  D 
OJCS,  DSAA,  DARPA,  CHAMPUS, 


AFRTSLA,  DODDS,  DODIG,  Washington 
HQ  Services,  and  Uniformed 
Services  University  of  the 
Health  Sciences) 


Department  of  the  Army 
(DA PE -CPE )  Employment  and 
Classification  Office 


Department  of  the  Air  Force 
(DPCS)  Staffing  Development 
and  EEO  Division 


Department  of  the  Navy 
Office  of  Civilian 
Personnel  Management  (Code21) 

Defense  Logistics  Agency 
Staffing,  Labor  and  Employee 
Relations  Division  (DLA-KS) 

Directorate  of  Personnel 
and  Security  Washington 
Se  r  vices 


Lsee  DoD  5000.  12-M,  DoD  Manna' 


or  Standari 
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COMPONENT  CODES 


Defense  Mapping  Agency  B 

Defense  Investigative  C 

Services 

Defense  Audit  Service  E 

National  Security  Agency  G 

Defence  Niclear  Agency  H 

Defense  Communications  K 

Agency 

Defense  Intelligence  L 

Agency 

Defense  Contract  Audit  R 

Agency 

National  Guard  Bureau  X 


Other  Non-DoD  Federal  0 

Service 


Panama  Canal  Commission  P 


COMPONENT  COORDINATOR  OFFICE 


Directorate  of  Personnel 
and  Security  Washington 
Headquarters  Services 

II 


If 

II 

If 

II 


II 


II 


Air  National  Guard  -  Air 
Force  Placement  Coordinator 
Army  National  Guard  -  Army 
Placement  Coordinator 

For  use  in  DoD  Overseas 
Employment  Program  and  for 
Military  Spouse  Preference 
registrants  when  no  other 
code  applies.  This  code  is 
not  identified  to  a  Component 
Coordinator. 

Reference  Appendix  E  -  DoD 
Placement  Plan  for  Selected 
United  States  Citizen 

Employees  of  the  Panama  Canal 
Commission. 
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Table  C-4 . 


COUNTRY  CODES  (CO-XV)1 


COUNTRY 

CODE 

ALASKA 

AK 

ARGENTINA 

AR 

AUSTRALIA 

AS 

AZORES 

AZ 

BAHRAIN 

BA 

BELGIUM 

BE 

BERMUDA 

BD 

BOLIVIA 

BL 

brazil 

BR 

BURMA 

BM 

CANADA 

CA 

CHILE 

Cl 

CHINA 

CH 

COLUMBIA 

CO 

COSTA  RICA 

cs 

CUBA 

cu 

DENMARK 

DA 

DIEGO  GARCIA 

DG 

DOMINICAN  REPUBLIC 

DR 

ECUADOR 

EC 

EGYPT 

EG 

EL  SALVADOR 

ES 

ETHIOPIA 

ET 

FRANCE 

FR 

GERMANY 

GE 

GREECE 

GR 

GREENLAND 

GL 

GUAM 

GQ 

GUATEMALA 

GT 

HAWAI I 

HI 

HONDURAS 

HO 

HONG  KONG 

HK 

ICELAND 

IC 

INDONESIA 

ID 

IRAN 

IR 

IRAQ 

IZ 

ISRAEL 

IS 

ITALY 

IT 

JAPAN 

JA 

JORDAN 

JO 

KAMPUCHEA  (CAMBODIA) 

CB 

KENYA 

KE 

KOREA 

KS 

COUNTRY  CODE 


KUWAIT 

LABRADOR 

LAOS 

LEBANON 

LIBYA 

MALAYS  IA 

MEXICO 

MIDWAY  ISLAND 

MOROCCO 

NETHERLANDS 

NETHERLANDS  ANTILLES 

NEWFOUNDLAND 

NICARAGUA 

NORTHERN  MARIANA  ISLAND 

NORWAY 

OKINAWA 

OMAN 

PAKISTAN 

PANAMA 

PARAGUAY 

PERU 

PHILIPPINES 

PORTUGAL 

PUERTO  RICO 

SAUDI  ARABIA 

SINGAPORE 

SOMALIA 

SPAIN 

SUDAN 

TAIWAN 

THAILAND 

TRINIDAD  &  TOBAGO 

TUNISIA 

TURKEY 

UNITED  ARAB  EMIRATES 

UNITED  KINGDOM 

URUGUAY 

VENEZUELA 

VIETNAM 

VIRGIN  ISLANDS 

YEMEN 

ZAIRE 


I 


*See  DoD  $0od.l3-M,  DoD  Manual  for  Standard  Data  Elements. 
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Table  C-5.  NON-DOD  FEDERAL  DEPARTMENTS /AGENCIES  CODES 

Department/Agency  Codes 


Atomic  Energy  Commission  AE 
Department  of  Agriculture  AG 
Department  of  Commerce  CM 
Department  of  Education  ED 
Department  of  Energy  DN 
Department  of  Health  and  Human  Services  HE 
Department  of  Housing  and  Urban  Development  Hu 
Department  of  the  Interior  IN 
Department  of  Justice  Dj 
Department  of  Labor  DL 
Department  of  State  ST 
Department  of  Transporation  TD 
Department  of  Treasury  TR 
Federal  Aviation  Administration  FA 
Federal  Communications  Commission  FC 
Federal  Deposit  Insurance  Corporation  FD 
Federal  Trade  Commission  FT 
General  Accounting  Office  LG 
General  Service  Administration  GS 
Government  Printing  Office  LP 
Information  Agency  IA 
Interstate  Commerce  Commission  IC 
Library  of  Congress  LC 
National  Aeronautics  and  Space  Administration  NN 
National  Labor  Relations  Hoard  Nl 
Office  of  Economic  Opportunity  OE 
Office  of  Personnel  Management  Cs 
postal  Service  PO 
Selective  Service  System  SS 
Small  Business  Administration  SB 
Tennessee  Valley  Authority  TV 
Veterans  Administration  VA 
Other  Federal  Agency  OA 
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APPENDIX  D 
OPTION  CODES 

1.  Except  for  the  four  options  shown  below  which  may  be  used  with  any 
appropriate  GS  series,  the  option  codes  contained  in  this  appendix  are 
limited  to  use  with  the  series  under  which  they  are  listed.  No  other 
options  are  authorized  for  use  in  registering  skills  or  in  identifying 
position  requirements  on  requisitions.  Special  attention  should  be 
taken  when  dealing  with  the  following: 

a.  Either  the  STC  (Stenography)  option  or  the  TYA  (Typing)  option 
must  always  be  used  with  the  GS-31S  Secretary  series.  If  neither 
option  is  included,  DDSC  will  automatically  show  TYA  with  the  318 
series. 

b.  When  the  Typing  option  (TYA)  is  added  to  any  series,  the  * 
registrant  will  be  considered  for  all  positions  requiring  typing  but 
will  also  be  considered  for  those  not  requiring  the  typing  skill. 

c.  Options  authorized  for  use  with  specified  engineering  series 

are  not  be  be  used  with  an  engineering  series  which  has  the  same 
definition..  Example:  Do  not  use  ELD  (Electronics)  option  with 

Electronics  Engineer  Series  GS-855. 

d.  The  GS-201,  Personnel  Management,  and  GS-801,  General 

Engineer,  series  normally  will  have  two  options  or  no  options. 
Exception :  The  "TRA"  (Trainee)  option,  may  be  entered  as  a  single 

option  with  either  the  201  or  801  series.  The  "CPO",  Civilian 
Personnel  Officer,  and  the  "PSM",  Personnel  Systems  Manager,  may  be 
used  as  single  options  with  the  201  series.  The  "CPO"  option  code 
will  never  be  used  in  combination  with  other  options  in  the  201 
series,  whereas  the  "PSM"  option  code  may  be  used  in  conjunction  with 
another  option  code. 

e.  A  single  com modi ty  option  code  (as  asterisked  on  page  D-3  and 
4)  may  be  used  with  the  GS  801  series,  ie  GS-801  MIB  or  GS-801  SHB. 

2.  If  additional  information  regarding  the  definition  of  certain 
options  is  required,  readers  are  advised  to  consult  the  OPM  Position 
Classi f ication  and/or  X-118  Qua  1 i f icat ions  Standards  for 
clarification.  If  the  additional  clarification  needed  is  not 
available,  contact  the  Regional  Placement  Coordinator  for  further 
gu  idance . 

3.  Recommendations  to  change,  add  or  delete  an  authorized  option  code, 
as  listed  in  this  appendix,  should  be  referred,  through  channels,  to 
DDSC,  Dayton,  Ohio,  and  must  include  the  rationale  establishing  the 
need  for  an  option  code  change  of  any  kind,  with  necessary  statistical 
data,  if  appropriate.  Upon  required  coordination/approval ,  changes 
will  be  made,  if  necessary,  by  DDSC. 
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Table  D-l . 


Option  Codes 


SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 


SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 


ANY  APPROPRIATE  GS  SERIES 

DAT. ...Data  Transcribing 
STC. . . .Stenography 
TRA. . . .Trainee 
TYA. . . .Typing 

TRA  -  Trainee  is  authorized  for 
use  with  Wage  Grade  as  well  as 
Class  Act  Skills  to  indicate 
that  a  registrant  is  currently 
enrolled  in  a  formal  training 
program. 

080  SECURITY  ADMINISTRATION 

INA. . . .Industrial 
PEB ....  Personnel 
PHB . . . . Physical 

081  FIRE  PROTECTION  AND 

PREVENTION 
AIG. . . .Airfield 
FIC....Fire  Inspection 
STE. . . .Structural 

180  PSYCHOLOGY 

CLI . . . . Cl inical 
RES. . . .Research 

188  RECREATION  SPECIALIST 

ARB.... Arts  and  Crafts 

COD. ...  Community  Activities 

SEB ... .Service  Club  Activities 

SPB. . . .Sports 

YOA. .. .Youth  Activities 


CLA. . . .Classification 
EMA. . . .Employee  Development 
EMC. .. .Employee  Relations 
LBR. ...Labor  Relations 
STB . . . .Staffing 
PSM ....  Personnel  Systems 
Manager 

EEO. .. .Equal  Employment  Oppor. 

301  MISC  ADMIN  AND  PROGRAM 

AND 

303  MISC  CLERK  AND  ASSISTANT 


AIM. .. .Aircraft  Maintenance 
and  Operations 

ANA. .. .Analysis  and  Planning 
CAT. . . .Commun ity  Activities 
CLB....Club  Management 
CBD. .. .Combat  Development 
COF. . . .Conf iguration 
COR. . . .Communications 
FIB. ...  Financial  Management 
FOA....Food  Service 
+  FLP. . . . Fore ign  Language 
Prof icient 

FSP. ...  Family  Support 
HOA. . . .Housing 
INS. ... Information  Systems 
Management 
LOA. . . .Logistics 
MED. . . . Med ical 
ORB . . . .Ordnance 
PUA . . . .Publications 
REK. .. .Recreation  Services 
SUB . . . .Supply 
TRB . . . .Training-Education 

318  SECRETARY 


201  PERSONNEL  MANAGEMENT 

AND 

203  PERSONNEL  CLERICAL  AND 

ASSISTANCE 

CPO.  .  .'.Civil ian  Personnel 
Off  icer 

(Use  With  201  Only) 


STC. . . .Stenography 
TYA. . . .Typing 


+  The  language  must  be  included  in  elements  1*2  or  1*3  of  the  registration  (1817) 
or  file  maintenance  (1819) 
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SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 

334  COMPUTER  SPECIALIST 

EQC.  .. .Equipment  Analyst 
PRA. ...  Computer  Programmer 

Analyst 
PRK. . . . Programmer 
SYC ... .Systems  Analyst 
SPR. . . .Systems  Programmer 

343  MANAGEMENT  ANALYSIS 

MAL. . . . Manpower 
ORG. .. .Organization  and 
Mission 

STI ... .Statistical  Analysis 

344  MANAGEMENT  CLERICAL  AND 

ASSISTANCE 

REC. .. .Reports,  Forms,  Files 
WOC.... Work  Measurement 
SPR. . . .Systems  Programmer 

345  PROGRAM  ANALYST 
COZ....Cost  Analysis 

392  GENERAL  COMMUNICATIONS 

EQD.  .. .Equipment  Operation 

393  COMMUNICATIONS  SPECIALIST 
TEQ. . . .Telephone 

510  ACCOUNTING 

COQ. . . .Cost 
INE. . . . Internal 
OPB . . . .Operating 
SYA. . . .Systems 

511  AUDITOR 

COK . . . .Contract 
FIN. . . . Financial 
INE. . . . Internal 


SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 

602  MEDICAL  OFFICER 

ADM. . . .Administration 
GPR. ...  General  Practice 
GER. . . .Geriatrics 
IMN. ...  Internal  Medicine 
NUR.  .  .  .Neurology 
OBG.  .  .  .OB/GYN 

OCH. .. .Occupational  Health 

OPH. . . .Opthamology 

OTH. . . .Orthopedics 

PDS . . . .Pediatrics 

PSY. . . .Psychiatry 

PUH. . . .Public  Health 

SRG . . . .Surgery 

801  GENERAL  ENGINEERING 

802  ENGINEERING  TECHNICIAN 
806  MATERIALS  ENGINEERING 
810  CIVIL  ENGINEERING 

818  ENGINEERING  DRAFTING 
830  MECHANICAL  ENGINEERING 
840  NUCLEAR  ENGINEERING 
850  ELECTRICAL  ENGINEERING 

854  COMPUTER  ENGINEERING 

855  ELECTRONICS  ENGINEERING 

856  ELECTRONICS  TECHNICIAN 
861  AEROSPACE  ENGINEERING 
871  NAVAL  ARCHITECTURE 
893  CHEMICAL  ENGINEERING 

AEC. . . .Aerospace 
ARA. . . .Architecture 
CAL. . . .Calibration 
CHA. . . .Chemical 

*  CHD. ...  Computer  Hardware 
CIB . . . .Civil 

COH. . . .Construction 
COJ....Cost  Estimating 

*  CST. ...  Computer  Software 

CWO.  . . . Civil  Works  Operation 

&  Maintenance 

CWP. ... Civil  Works  Planning 
DEB. . . .Design 

ELA.  .  .  .Electrical 
ELD. . . .Electronics 


*  Commodity  Options 
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SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 

INA. . . .Industrial 

*  INC ....  Instrumentation 
MAH. . . .Materials 

* MEA. . . .Mechanical 

*  MIB. . . .Missile 
NAV. . . .Naval 
NUA.  .  .  .Nuclear 

*  ORB ... .Ordnance 
RES. . . . Research 

*  SHB . . . .Ships 
STE. . . .Structural 
UTA. . . .Ut il ities 

*  WAB. . . .Water  Resources 

De velopment 

1083  TECHNICAL  WRITING  AND 
EDITING 

AIB . . . .Aircraft 
DAC....Data  Automation 
ELD. . . .Electronics 
LOA. . . .Logistics 
ORB. . . .Ordnance 

1101  GENERAL  BUSINESS  AND 

INDUSTRY 

PTM ....  Product  Management 
QAS. .. .Quality  Assurance 

1102  CONTRACT  AND  PROCUREMENT 

COL. ...  Contract  Administrator 

CON . .. .Contract  Negotiator 

COO.  ...  Contract  Specialist 

COP . .. .Contract  Termination 

Specialist 

PRD.... Price  Analyst 

PRG .  . . . Procurement 

Administrator 

PRH.  ...  Procurement  Analyst 

(Staff ) 

PRI . ...  Procurement  Analyst 

(Small  Business) 


SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE 

1150  INDUSTRIAL  SPECIALIST 
AND 

1152  PRODUCTION  CONTROL 


AIB . . . .Aircraft 

ELA. . . .Electrical 

ELD. . . .Electronics 

MAI ... .Materials  Handling 

MIB ....  Missile 

ORB . . . .Ordnance 

SHB. . . .Ships 


1310  PHYSICS 


ACA. . . .Acoustics 

EOP. . . .Electro-Optics 

IOA. . . . Ion- implantation 

LAB ....  Laser 

NUA.  .  .  .Nuclear 

OPE. . . .Optical 

SOP.... Solid  State  Electronics 
SYC. .. .Systems  Analysis 
THE. .. .Thermal  Physics 


1410  LIBRARIAN 


ENG. . . .Engineering 
PHS. ...  Physical  Science 


1670  EQUIPMENT  SPECIALIST 


AIB . . . .Aircraft 
AIF. .. .Aircraft  Propulsion 
Equipment 
AIH. . . .Airframe 
AUD. . . .Automotive 
ELA. . . .Electrical 
ELD. . . .Electronics 

MAB.  . . .Machinery 

MAC.  ...  Machine  Tools 
MAG. . . . Marine 

MAI ... .Mater ials  Handling 
MIE. . . . Miss ile  Electronics 
ORB . . . .Ordnance 
SHB . . . .Ships 


*  Commodity  Options 
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SERIES  SERIES  TITLE  SERIES  SERIES  TITLE 

OPTION  CODE  OPTION  TITLE  OPTION  CODE  OPTION  TITLE 

1701  GENERAL  EDUCATION  AND 
TRAINING 

+  FLP. . . . Fore ign  Language 
Prof ic ient 

1710  EDUCATION  AND  VOCATIONAL 
TRAINING 

CDS.... Child  Development 
EDS. .. .Education  Services 

+  FLP. ...  Fore ign  Language 
Proficient 

GUC . . . . Gu idance  Counselor 
TDD.  .  .  .Training  Design  and 
Development 

TEA. .. .Training  Program 

Effectiveness  Analysis 
TEN.... Tests  and  Measurements 

1712  INSTRUCTION 

ELD. . . .Electronics 
FLE. ., .Flight  Simulator 
+  FLP. ...  Fore ign  Language 
Prof icient 

HEB ....  Health  Services 
ORB. . . .Ordnance 

1910  QUALITY  ASSURANCE 

AEC. . . .Aerospace 
AIB . . . .Aircraft 
AMA. . . .Ammunition 
CHA. . . . Chemical 
CLB . . . .Clothing 
CST. ...  Computer  Software 
ELA. . . .Electrical 
ELD. . . .Electronics 
MAH. . . . Materials 
MEA. . . .Mechanical 
NUA.  .  .  .Nuclear 
PRE. . . . Process 
SHA. . . .Shipbuilding 
SUA. . . .Subsistence 


+  The  language  must  he  included  in  elements  h2  or  ^3  of  the  registration  (1817) 
or  file  maintenance  (1819) 


2181  AIRCRAFT  OPERATIONS 

FID. ...Fixed  Wing 
FLB ....  FI ight  Instructor 
FLD. . . .Flight  Test  Pilot 
HEA. . . .Helicopter 
PIA ....  Pilot 
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APPENDIX  E 

DOD  PLACEMENT  PLAN  FOR  SELECTED  UNITED  STATES  CITIZEN  EMPLOYEES  OF  THE 

PANAMA  CANAL  COMMISSION 

(Program  A) 


A.  PURPOSE 

1.  A  significant  provision  of  the  Panama  Canal  Treaty  requires 
the  establishment  of  a  policy  for  rotation  of  United  States  citizen 
employees  hired  by  the  Panama  Canal  Commission.  This  Appendix 
prescribes  policies  and  procedures  for  registration  and  placement  of 
covered  employees  within  DoD  consistent  with  the  rotation  requirement. 

2.  The  policies  and  procedures  applicable  to  the  DoD  Priority 
Placement  Program  (PPP),  Program  A,  as  set  forth  in  this  manual,  are 
to  be  applied,  except  as  modified  herein. 

3.  DoD  employees  in  Panama  are  not  included  under  this  plan. 

B.  SPECIAL  REGISTRATION  POLICIES  AND  REQUIREMENTS 

1.  PPP  registration  will  not  be  extended  to  otherwise  covered 
employees  with  reemployment  rights  to  positions  in  DoD  or  other 
Federal  Agencies. 

2.  PPP  Program  R  (Grade  Retention)  registration  will  not  be 
extended  to  covered  employees. 

3.  Dependents  of  covered  employees  will  not  be  registered  under 
the  PPP. 

4.  All  elements  of  DD  Form  1817  applicable  to  the  PPP  will  be 
coded  in  accordance  with  the  instructions  contained  in  Chapter  8,  of 
this  manual,  except  that  COMPONENT  (Item  4,  Element  (11))  will  be 
coded  "P" . 

5.  Covered  employees  are  eligible  for  PPP  registration  12  months 
before  completion  of  the  required  rotation  period.  Employees  not 
placed  during  this  12-month  period  will  be  released  from  the  PPP. 

6.  PPP  registration  of  covered  employees  will  be  as  Priority  3, 
for  all  DoD  components,  for  an  area  of  referral  in  CONUS  likely  to 
provide  a  job  offer  at  current  grade  level.  In  no  instance  will 
registration  of  covered  employees  be  more  than  three  acceptable  GS 
grades,  or  the  equivalent,  below  the  level  of  the  position  held  at 
time  of  registration.  Declination  of  a  valid  offer  will  serve  to 
remove  a  registrant  from  the  PPP.  Under  current  policy,  GS-905, 
Attorney  skills  are  not  referred  under  the  PPP. 
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7.  An  offer  of  a  vacancy  which  matches  a  pay  group,  series, 
option  code(s),  if  any,  and  grade  level  for  which  the  employee  is 
fully  qualified  will  be  a  valid  offer. 

8.  Skills.  Panama  Canal  Commission  employees  will  be  registered 
for  General  Schedule  and  Federal  Wage  Schedule  skills  for  which  they 
are  fully  qualified.  To  accommodate  their  registration,  their  skills 
will  be  converted  to  those  pay  groups  and  comparative  grade  levels 
employed  in  COMUS  as  follows: 

a.  Convert  NM,  NX  and  CR  to  GS. 

b.  Convert  MG,  FN,  MX  and  RM  to  WG. 

c.  Convert  ML  and  LX  to  WL. 

d.  Convert  MS,  FS,  and  3X  to  WS. 

9.  For  covered  employees  placed  into  DoD  vacancies  from  lower 
paying  positions  of  comparable  difficulty  and  responsibility,  the  step 
held  will  be  preserved  to  the  maximum  extent  possible. 

10.  A  significant  number  of  covered  employees  will  have  had  no 

previous  DoD  or  other  Federal  employment.  Such  employees  placed  into 
DoD  CONUS  vacancies  will,  however,  have  the  following  expenses 

reimbursed  by  the  gaining  DoD  activity:  (a)  temporary  quarters 

subsistence  expenses  and  (b)  miscellaneous  expense  allowance.  Other 
expenses  will  be  borne  by  the  Panama  Canal  Commission,  i.e.,  (a) 

travel  and  transportation  expenses;  (b)  expenses  for  shipment  of 
household  goods  and  personally  owned  vehicle;  and  (c)  real  estate 
sales  costs,  if  any. 
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APPENDIX  F 

AIR  FORCE  STATUS  QUO  PROGRAM 
(Program  C) 

A.  PURPOSE 


This  Appendix  applies  to  Air  Force  activities  only  and  provides  a 
method  for  registration  in  the  PPP  of  Air  Force  Status  Quo  employees, 
who  occupy  Air  Reserve  Technician  (ART)  positions.  It  also  provides 
for  their  referral  for  placement  consideration  in  non-ART  positions  at 
Air  Force  activities  within  the  50  states.  An  Air  Force  Status  Quo 
employee  is  one  who  has  declined,  or  is  ineligible  for,  ready  reserve 
membership  in  the  position  held.  All  DoD  policies  and  procedures 
applicable  to  the  Priority  Placement  Program  set  forth  in  this  manual, 
except  as  modified  herein,  are  to  be  applied. 

B.  SPECIAL  REGISTRATION  POLICIES  AND  REQUIREMENTS 

1.  Registration  Eligibility  -  Air  Force  employees  currently 
designated  as  Status  Quo  are  eligible  for  registration  or  become 
eligible  for  registration  upon  designation  as  Status  Quo.  Air  Force 
employees  who  are  scheduled  to  become  Status  Quo  by  reason  of 
mandatory  retirement  may  be  registered  up  to  12  months  prior  to  the 
mandatory  retirement  date. 

2.  Program  Code  and  Priority  -  Status  Quo  employees  will  be 
registered  under  Program  Code  "C"  with  Priority  2,  to  apply  only  after 
all  other  Priority  2  registrants.  Registration  under  Program  Code  "A" 
is  not  authorized. 

3.  Period  of  Registration  -  Status  Quo  registrants  will  remain  in 
the  Program  without  time  limitation  until  placed,  or  until  deleted  by 
the  registering  Air  Force  activity.  Registrants  are  expected  to 
accept  offers  made  to  positions  with  the  skills,  grade  levels,  and 
locations  for  which  registered.  Registrants  who  decline  an  offer  of  a 
position  at  their  current  grade,  within  the  commuting  area,  will  be 
deleted  by  the  registering  Air  Force  activity.  The  reasons  for 
declination  of  an  offer  outside  the  commuting  area  will  be  evaluated 
by  the  registering  activity  to  determine  whether  or  not  the  registrant 
is  to  be  deleted  from  the  Program  for  activities  outside  the  commuting 
area.  As  a  minimum,  the  registering  activity  will  normally  delete  the 
location  of  the  position  declined  from  the  area  of  referral. 

4.  Cost  of  Travel  and  Transportation  -  Travel  and  transportation 
expenses  will  be  paid  by  the  releasing  Air  Force  activity  for 
placements  in  continuing,  non- temporary  positions.  Payment  of  travel 
expenses  will  be  in  accord  with  Volume  2,  Joint  Travel  Regulations. 
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5  Release  of  Registrants  -  Registrants  who  accept  offers  will 
normally  be  released  within  two  weeks  after  acceptance  of  the  offer 
or,  in  no  case,  later  than  30  days,  without  the  mutual  agreement 
between  the  releasing  and  gaining  activities. 

6.  Procedures  -  Air  Force  Releasing  Activity  - 


a.  CPOs  providing  servicing  for  Status  Quo  employees 
occupying  enlisted  Air  Reserve  Technician  (ART)  positions  will: 

(1)  Make  every  effort  to  place  Status  Quo  employees 
occupying  enlisted  ART  positions,  within  the  geographical  area  of 
current  employment.  As  a  minimum,  such  employees  will  be  registered, 
on  a  non-voluntary  basis,  for  positions  at  their  current  grade  level 
for  which  well  qualified,  for  priority  referral  to  any  other  Air  Force 
activities  determined  by  the  CPO  to  be  within  the  commuting  area  of 
the  current  residence  of  the  employee.  In  addition,  they  will  be 
encouraged  to  register  for  other  positions,  grades  and  locations 
acceptable  to  them  at  other  Air  Force  activities  nationwide. 

(2)  Determine  skills  and  grade  levels  tnot  to  exceed 
current  non-temporary  grade)  for  which  the  enlisted  Status  Quo 
employee  fully  meets  qualification  standards  and  which  are  acceptable 
to  the  employee  when  registering  outside  the  commuting  area. 

(3)  Register  enlisted  Status  Quo  employees  for  referral 
to  any  or  all  Air  Force  activities  acceptable  to  them  within  the  50 
states.  Zone  Coordinator  prior  approval  for  registration  and  referral 
to  Air  Force  activities  across  zone  lines  is  not  required. 

b.  The  Air  Force  has  designated  Headquarters,  Air  Force 
Reserve,  DPC,  as  the  Air  Force  releasing  activity  (Activity  Code  394A) 
for  purposes  of  registering  Status  Quo  personnel  occupying  officer 
level  positions.  Individuals  occupying  officer  level  positions,  who 
are  now,  or  will  become  Status  Quo  within  12  months,  are  to  be 
registered  by  that  office.  That  office  will  make  every  effort  to 
place  Status  Quo  employees  within  the  geographical  area  of  current 
employment.  Such  efforts  will  be  coordinated  with  the  Civilian 
Personnel  Officer  at  the  location  of  assignment  of  the  employee. 
These  employees  will  be  registered  at  their  current  grade  level,  and 
for  lower  acceptable  grades,  at  their  own  activities  and  all  other 
activities  in  the  commuting  area  which  utilize  their  skills.  They  may 
be  registered  for  referral  to  any  Air  Force  activities  within  the  50 
states  that  utilize  their  skills.  Zone  Coordinator  prior  approval  for 
registration  for  referral  to  Air  Force  activities  across  zone  lines  is 
not  required.  They  may  not  be  registered  for  grade  levels  which 
exceed  their  current  non-temporary  grade. 

c.  DD  Form  1817  is  to  be  completed  in  accordance  with  the 
determinations  above  and  Chapter  8,  except  as  modified  below: 

(1)  Item  1  -  Program  -  Element  (02).  Code  "C"  will  be 
entered  for  the  Status  Quo  registrant. 
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( 2 )  Item  8  -  Reserve  Technician  -  Element  (32).  Code 
l  "  N 11 .  Status  Quo  reg istrants  are  inel  ig  ible  for  or  unwilling  to 
'  continue  reserve  membership. 

(3)  Item  11  -  Skills  -  Element  (37)  -  (41).  Skill  1  may 
be  other  than  present  reserve  position.  The  highest  acceptable  grade 
for  a  Status  Quo  registrant  will  be  the  current  non- temporary  grade. 
The  lowest  acceptable  grade  for  a  Status  Quo  registrant  will  be  the 
grade  level  set  by  the  registrant  as  acceptable. 


(4) 

Section 

B 

Item  1  -  Separation  Date  - 

Element 

(44)  . 

Leave  blank. 

(5)  Section 

B 

-  Item  2  -  Release  Date  -  Element  (45). 

Leave 

blank. 

(6) 

Section 

B 

-  Item  3  -  Priority  -  Element  (46). 

Enter 

”2”  . 

(7) 

Section 

E 

-  Area  of  Referral  -  Item  1  -  Zone, 

Reg  ion 

or  State  Selections  -  Elements  (59)  -  (62).  Any  time  one  or  more  of 
these  elements  is  coded.  Code  " F"  must  be  entered  in  Component  Element 
(63). 


( 3 )  Section  E  -  Item  2  -  Individual  Activity  Selections  - 
Elements  (64)  -  (69).  Only  Air  Force  activity  codes  may  be  entered. 

7.  Procedures  -  Air  Force  Gaining  Activities  -  Air  Force  gaining 
CPOs  will! 


a.  Match  vacancies  against  Stopper  Lists  and  submit 
requisitions  as  outlined  in  Chapter  4. 

b.  Make  offers  in  normal  priority  order  -  Priority  1  before 
Priority  2,  and  other  Priority  2  registrants  before  Status  Quo 
Priority  2  registrants.  (See  Chapter  5,  paragraph  A5.  )  Offers  will 
be  made  to  Status  Quo  employees  using  the  same  geographic  area 
precedence  used  for  all  other  priorities.  An  offer  is  required  to 
Status  Quo  registrants  before  vacancies  can  otherwise  be  filled  by 
appointment,  merit  promotion,  transfer  or  reassignment.  An  offer  of  a 
position  previously  declined  by  a  Status  Quo  registrant  need  not  be 
made  to  that  registrant  a  second  time. 

c.  Submit  Report  Actions  on  each  resume  as  prescribed  in 
Chapter  11. 

8.  Qualifications  Disputes.  Qualifications  disputes  between 
registering  and  gaining  Air  Force  activities  will  be  promptly  referred 
to  the  Air  Force  DoD  Regional  Coordinator  having  jurisdiction  over  the 
potential  gaining  activity.  The  Air  Force  Regional  Coordinator  should 
refer  any  disputes  that  cannot  be  resolved  promptly  to  the  Air  Fo.rce 
Component  Headquarters,  USAF/DPCS  for  resolution. 
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APPENDIX  G 

NATIONAL  GUARD  TECHNICIAN 
DISABILITY  PLACEMENT  PROGRAM 

(Program  G) 

A.  PURPOSE 

This  appendix  provides  a  method  for  registering  into  the  DoD 
Priority  Placement  Program  certain  current  and  previously  employed 
National  Guard  technicians  who  are  eligible  for  and  receiving  an 
annuity  by  reason  of  a  disability  that  disqualifies  them  for  National 
Guard  membership,  or  from  holding  the  military  grade  required  for 
continued  employment.  It  also  provides  for  the  referral  of  these 
National  Guard  technicians  for  placement  in  positions  in  the 
competitive  or  excepted  service  at  appropriate  DoD  activities.  All 
DoD  policies  and  procedures  applicable  to  the  Priority  Placement 
Program  set  forth  in  this  manual,  except  as  modified  herein,  apply. 

B.  REGISTRATION  ELIGIBILITY 

1.  Current  or  former  National  Guard  technicians  who  are  or  were 
separated  from  their  positions  on  or  after  31  December  1979  due  to  a 
medical  disability  that  disqualifies  them  from  membership  in  the 

1  National  Guard  or  from  holding  their  military  grades  required  for 
employment,  will  be  registered  in  the  DoD  Priority  Placement  Program, 
provided , 

a.  OPM  has  determined  that  the  technician  is  not  disabled 
under  the  provisions  of  5  US  Code,  Chapter  83,  Section  8337(a),  and 

b.  the  technician  has  either  applied  for  or  is  receiving  an 
annuity  under  5  US  Code,  Chapter  83,  Section  8337(h). 

NOTE:  National  Guard  Technician  Personnel  Offices  (TPO)  will  document 

each  case  with  all  pertinent  data  necessary  to  support  a  and  b  above. 

2.  The  registration  of  eligible  technicians  is  mandatory. 

C.  PROGRAM  CODE  AND  PRIORITY 

Eligible  National  Guard  technicians  will  be  registered  under 
program  code  "G"  with  a  priority  of  3.  The  resumes  (DD  Forms  1820)  of 
National  Guard  technicians  will  be  printed  with  the  legend  "National 
Guard  Program"  at  the  top  of  the  resume  form. 
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D.  PERIOD  OF  REGISTRATION 

A  National  Guard  technician  will  be  eligible  to  register  as  soon 
as  it  is  determined  that  the  technician  is  no  longer  qualified  for 
membership  in  the  National  Guard  in  accordance  with  paragraph  B 
above.  Registration  eligibility  continues  indefinitely.  Registration 
will  only  be  terminated  when  one  of  the  following  occurs: 

1.  The  registrant  is  placed  in  any  permanent  and  continuing 

Federal  position. 

2.  The  registrant  declines  a  position  in  the  Federal  Service  for 
which  qualified,  provided  the  position  is  of  the  same  grade,  or 
equivalent  level,  tenure,  work  schedule  and  in  the  same  commuting  area 
of  his  or  her  last  duty  station. 

3.  The  registrant  has  been  restored  to  earning  capacity  as 

determined  by  OPM  under  5  US  Code,  Chapter  83,  Section  8337. 

4.  The  registrant  is  subject  to  any  other  circumstance  which 

terminates  his  or  her  eligibility  for  an  annuity  under  5  US  Code, 
Chapter  83,  Section  8337(h). 

E.  SELECTION 

Registrants  selected  under  these  provisions  will  be  expected  to 
enter  on  duty  within  two  weeks  after  acceptance  of  the  offer  or  in  no 
case  later  than  30  days,  without  the  mutual  agreement  of  the 

registering  and  gaining  activities. 

F.  PROCEDURES  FOR  NATIONAL  GUARD  REGISTERING  ACTIVITIES  (NATIONAL 
GUARD  SUPPORT  PERSONNEL  MANAGEMENT  OFFICE) 

1.  Eligible  individuals  will  be  registered  only  for  DoD 
activities  within  the  commuting  area  of  the  former  technician's  last 
duty  station.  Individuals  will  not  be  registered  for  the  National 
Guard  registering  activity  or  for  a  DoD  activity  which  would  incur  a 
liability  for  cost  of  travel  or  transportation  associated  with  a 
permanent  change  of  station  (PCS)  move. 

2.  Eligible  technicians  will  be  registered  only  for  skills  for 
which  well  qualified  and  only  at  the  grade  level  or  the  equivalent 
grade  level  of  the  National  Guard  technician  position  from  which 
separated . 

3.  Registering  activities  will  complete  DD  Form  1817 
(registration  form)  in  accordance  with  Chapter  8,  except  as  modified 
below . 

a.  Section  A 

(1)  Item  1  -  Program  -  element  02.  Code  "G"  will  be 

entered . 
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(2)  Item  2  -  Skills  -  elements  37-41.  Both  the  high 
grade  and  low  grade  will  be  the  same  entry  (see  paragraph  F2  above). 

b.  Section  B 

(1)  Item  1  -  Separation  date  -  element  (44)  leave  blank. 

(2)  Item  2  -  Release  date  -  element  (45)  leave  blank. 

(3)  Item  3  -  Priority  -  element  (46)  will  always  be  a 

"3" . 

c.  Section  E 

(1)  Item  1.  Only  individual  activity  selections  will  be 
entered  in  elements  (64)  -  (69)  in  accordance  with  paragraph  FI  above. 

(2)  When  no  DoD  activities  exist  within  the  commuting 
area  of  the  Guard  technician's  last  duty  station,  the  area  of  referral 
will  reflect  only  the  activity  code  of  the  state  Technician  Personnel 
Office,  not  for  referral  purposes  but  to  insure  a  registration 
count.  In  such  cases.  Item  (12),  Element  42  or  43,  Special 
Qualifications,  will  be  completed  with  the  entry  "For  Registration 
Count  Only". 

G.  PROCEDURES  -  GAINING  ACTIVITIES 

Potential  gaining  civilian  personnel  offices  wills 

1.  Match  vacancies  in  the  competitive  and  excepted  service 
against  Stopper  Lists  and  submit  requisitions  in  accordance  with  the 
provisions  of  Chapter  4. 

2.  Make  offers  in  normal  priority  order.  An  offer  to  a  Priority 
3  National  Guard  technician  registrant  will  be  made  after  other 
Priority  3  PPP  registrants.  The  availability  of  a  qualified  National 
Guard  technician  Priority  3  registrant  precludes  the  filling  of  a 
vacancy  for  a  continuing  position  from  a  register  or  registers  of 
competitive  eligibles  maintained  by  0PM  or  agencies  with  delegated 
examining  authority,  or  when  an  agency  requests  recruiting  assistance 
for  positions  in  the  excepted  service.  Availability  of  a  Priority  3 
technician  does  not  preclude  transfers  within  the  Federal  Service. 

3.  National  Guard  technicians  placed  under  the  provision  of  this 
appendix  will  be  employed  under  the  authority  of  5  CFR,  Part  213, 
Subpart  C,  Section  213.3102(j),  other  appropriate  excepted  authority, 
or  other  appropriate  competitive  appointing  authorities  if  they  have 
reinstatement  eligibility. 

4.  Upon  appointment  or  declination  of  a  position  offer  under  the 
provisions  of  this  appendix,  the  gaining  activity  will  notify  0PM  of 
such  appointment  or  declination  in  accordance  with  instructions 
published  in  the  FPM.  The  notification  will  include  the  date  of 
appointment  or  declination  and  the  title,  pay  plan,  series  and  grade, 
and  rate  of  pay  of  the  position. 
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H.  RECORDS  MAINTENANCE 

Registering  TPO's  are  responsible  for  the  day-to-day  maintenance 
of  registrant  records.  In  addition,  the  National  Guard  Bureau,  Falls 
Church,  Virginia,  will,  as  of  30  June  each  year  request  information 
from  the  OPM  Bureau  of  Retirement  regarding  the  status  of  each  current 
program  registrant.  The  NGB  will  notify  each  responsible  registering 
TPO  and  DDSC  of  any  need  to  update  registration  data. 
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APPENDIX  H 

OVERSEAS  EMPLOYMENT  AGREEMENTS 

CONDITION  OF  EMPLOYMENT 
{To  be  reproduced  locally) 

(Current  DoD  overseas  employees  not  under  the  five-year  limitation) 


This  document  represents  an  agreement  between  the  Department  of 
Defense  and  the  undersigned,  and  becomes  effective  upon  entrance  on 
duty  in  the  position  for  which  selected. 


It  is  understood  that  this  overseas  assignment  in  _ , 

which  has  been  accomplished  through  the  DoD  Priority  Placement 
Program,  is  limited  to  a  maximum  period  of  one  tour  of  duty, 

i.e.,  _  year(s),  and  that  I  will  be  expected  to  return  to  the 

United  States,  under  a  Department  of  Defense  placement  program,  at  the 

end  of  _  year(s)  of  satisfactory  overseas  service,  for 

reassignment  at  the  grade  at  which  I  am  being  placed. 


It  is  further  understood  that  my  refusal  to  return  to  the  United 
States  for  reassignment  at  the  expiration  of  one  tour  of  duty, 

i.e.,  _  year(s),  will  be  the  basis  for  my  separation  from  the 

service  of  the  Department  of  Defense. 


(Signature  of  Personnel  Office 
Representative ) 


(Signature  of  Employee) 


(Date) 


(Date) 


Figure  H-l. 


Sample  Overseas  Employment  Agreement,  employee  not  under 
5-year  limitation. 
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CONDITION  OF  EMPLOYMENT 
(To  be  reproduced  locally) 

(Current  DoD  employees  under  the  five-year  limitation) 


This  document  represents  an  agreement  between  the  Department  of 
Defense  and  the  undersigned,  and  becomes  effective  upon  entrance  on 
duty  in  the  position  for  which  selected. 

It  is  understood  that  this  overseas  assignment  in  _ , 

which  has  been  accomplished  through  the  DoD  Priority  Placement 
Program,  is  limited  to  a  minimum  period  of  one  tour  of  duty, 

i.e.,  _  year(s),  and  the  maximum  period  of  5  years,  and  that  I 

will  be  expected  to  return  to  the  United  States  through  the  exercise 
of  return  rights,  or  under  a  Department  of  Defense  placement  program, 
as  appropriate,  upon  completion  of  satisfactory  overseas  service. 


It  is  further  understood  that  my  refusal  to  return  to  the  United 
States  for  assignment  will  be  the  basis  for  my  separation  from  the 
service  of  the  Department  of  Defense. 


(Signature  of  Personnel  Office 
Representative) 


(Signature  of  Employee) 


(Date) 


(Date) 


Figure  H-2. 


Sample  Overseas  Employment  Agreement, 
5-year  limitation. 


employee 


under 
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APPENDIX  I 

I 

DoD  MILITARY  SPOUSE  PREFERENCE  PROGRAM 
(Program  S) 


A.  APPLICATION 

This  appendix  prescribes  policies  and  procedures  of  the  Department 
of  Defense  Priority  Placement  Program  (PPP)  concerning  the 
registration,  referral  and  placement  of  spouses  of  active  duty 
military  sponsors  of  the  U.S.  Armed  Forces,  including  the  U.S.  Coast 
Guard,  whose  employment  preference  entitlement  stems  from  Public  Laws 
99-145,  99-661  and  100-180,  Section  806,  "Employment  Opportunities  for 
Military  Spouses." 

B.  PURPOSE 

1.  This  appendix  provides  systematic  referral  of  spouses  of 
active  duty  military  sponsors  of  the  U.S.  Armed  Forces,  including  the 
U.S.  Coast  Guard.  Program  S  is  the  only  means  by  which  eligible 
military  spouses  will  be  offered  spousal  priority  referral  for 
appropriate  vacancies  at  DoD  activities  within  the  commuting  area  of 
the  duty  station  of  the  military  sponsor,  except  for  those  referred  on 
Office  of  Personnel  Management  certificates. 

2.  Program  S  applies  when  filling  positions  in  the  competitive 
service.  Excepted  service  jobs  are  excluded.  Competitive  and 
excepted  service  positions  in  foreign  areas  are  excluded. 

3.  All  DoD  policies  and  procedures  applicable  to  the  PPP,  as  set 
forth  in  DoD  1400. 20-1-M,  apply  except  as  modified  in  this  appendix. 

C.  AUTHORITY 


1.  Public  Laws  99-145,  99-661,  100-180,  Section  806. 

2.  DoD  instruction  1404.12,  12  January  1989,  Subject: 
"Employment  of  Spouses  of  Active  Duty  Military  Members  Stationed 
Worldwide . " 

D.  REFERRAL  LIMITATIONS 


1.  This  appendix  does  not  apply: 

a.  if  military  spouses  are  not  appointable  under  paragraph  El 
below  or  when  making  placements  of  spouses  from  an  OPM  register. 

b.  for  overseas  and  nonappropriated  fund  (NAF)  positions 
covered  by  DoD  Directive  1400.23  and  DoD  Manual  1404. 1-M. 


1-1 


DoD  1400 . 20-1-M 


c.  When  positions  being  filled  are  under  DoD  component  career 
program  procedures.  (Components  are  responsible  for  establishing 
procedures  for  matching  preference  eligibles  to  vacancies  filled 
through  career  program  procedures.) 

d.  in  situations  where  the  vacancy  is  at  the  full  performance 
level  and  is  covered  by  a  mandatory  mobility  agreement. 

e.  if  spouses  are  already  employed  on  a  part-time 
intermittent  or  time-limited  appointment  expected  to  be  continued  one 
year  or  longer  in  the  Federal  service,  including  NAF  positions,  in  the 
commuting  area  of  the  military  sponsor's  new  duty  station.  Military 
spouses  already  employed  on  a  part-time  basis  or  under  a  time-limited 
appointment  of  less  than  one  year  in  the  Federal  service  must  be 
selected  only  when  referred  for  full-time  continuing  positions. 

2.  Spousal  preference  does  not  apply  when  placements  are  into 
positions  expected  to  last  less  than  one  year.  However,  a  preference 
eligible  may  be  accorded  PPP  referral  to  a  "noncontinuing"  position; 
i.e.,  a  position  expected  to  last  less  than  one  year.  Acceptance  of 
the  position  does  not  terminate  preference  unless  actual  occupancy  in 
it  extends  for  one  year  or  longer.  Declination  of  the  position  does 
not  terminate  preference  entitlement. 

E.  REGISTRATION 

1.  Eligibility  -  Subject  to  requirements  shown  at  paragraph  2 
below,  eligible  spouses  of  the  following  active  duty  military  members 
are  to  be  accorded  entitlement  to  spousal  employment  preference. 

a.  A  military  sponsor  assigned  as  the  result  of  a  permanent 
change  of  station  (PCS)  from  overseas  to  the  United  States,  including 
U.S.  Territories  or  Possessions  or  to  a  different  commuting  area 
within  the  U.S.  including  U.S.  Territories  or  Possessions. 

b.  New  recruits  to  active  duty  in  the  Armed  Forces  relocated 
to  a  new  and  permanent  duty  station  after  completing  basic  and 
advanced  individual  training  at  one  or  several  temporary  duty 
stations. 


c.  Other  new  recruits  who  receive  permanent  assignments  at 
the  same  duty  station  where  all  of  their  initial  entry  training  was 
received . 

d.  Former  military  members  placed  directly  within  their 
permanent  units  of  assignment  without  undergoing  initial  entry 
training . 

2.  Registration  is  subject  to  the  following  conditions. 

a.  The  spouse  entered  into  marriage  with  the  military  sponsor 
prior  to  the  sponsor's  reporting  date  into  the  new  geographic  area. 
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b.  The  spouse  is  fully  qualified  for  positions  at  grade 
levels  GS/GM-15  and  below  or  equivalent  wage  grade  positions  for  which 
registered.  (See  paragraph  G2  below  and  DoD  Manual  1400. 20-1-M, 
Chapter  3,  paragraph  B12.) 

c.  The  spouse  furnishes  a  copy  of  PCS  orders  identifying  the 
military  sponsor's  reporting  date  to  the  new  duty  location  or  supplies 
written  evidence  or  documentation  which  verifies  eligibility. 

d.  The  military  sponsor  makes  a  PCS  from  the  United  States  to 
an  overseas  location  on  an  unaccompanied  tour  and  the  orders  specify 
the  sequential  assignment.  For  example,  if  the  sponsor  leaves  Fort 
Belvoir  for  a  one  year  unaccompanied  tour  to  Panama  and  the  orders 
specify  that  the  next  assignment  after  Panama  will  be  Fort  Knox,  KY, 
the  spouse  could  relocate  to  Fort  Knox  at  any  time  during  the  year 
that  the  sponsor  is  in  Panama  and  be  registered  in  Program  S. 

e.  The  spouse  wishes  to  relocate  from  within  the  United 
States  to  the  sponsor's  new  US  duty  station  upon  sponsor's  return  from 
an  overseas  unaccompanied  tour. 

f.  The  spouse  is  immediately  appointable  to  a  job  in  the 
competitive  service,  i.e.,  is  a  current  Federal  employee  with 
reassignment  or  transfer  eligibility,  has  reinstatement  eligibility, 
or  eligibility  under  Executive  Order  12362  (as  amended),  and  meets  all 
pre-employment  criteria,  e.g.,  suitability,  and  citizenship. 

Registration  into  Program  S  is  voluntary.  Eligible  military  spouses 
will  not  receive  preference  unless  they  have  registered  under  Program 
S  and  appear  on  the  Stopper  List.  However,  a  manual  system  must  be 
maintained  only  for  spouses  who  are  applying  through  OPM  or  a 
Delegated  Examining  Unit,  or  for  excepted  service  positions. 

3.  Ineligibility  -  Spouse  preference  is  not  applicable  during  a 
spouse's  relocation  within  CONUS  when: 

a.  the  military  sponsor  is  placed  on  an  unaccompanied 
overseas  tour  unless  the  orders  specify  the  sequential  assignment. 

b.  there  is  a  PCS  move  in  conjunction  with  the  retirement  or 
separation  of  the  military  member. 

P.  REGISTRATION  TIMEFRAME 

1.  Registration  continues  without  time  restriction;  however, 

a.  Can  occur  no  earlier  than  30  days  before  sponsor's 
reporting  date  to  new  location. 

b.  Eligible  family  members  with  less  than  six  months'  time 
remaining  in  area  may  be  nonselected  for  permanent  continuing 
positions . 
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G.  SPECIAL  REGISTRATION  POLICIES: 

1.  Registration  of  an  eligible  military  spouse  may  be  effected  in 
full  at  the  losing  A-coded  activity  or  after  arrival  at  an  A-coded 
activity  in  the  gaining  area.  Those  who  elect  to  register  at  the 
losing  activity  who  are  not  placed  prior  to  departure  and  those  who 
elect  to  wait  and  register  in  the  new  commuting  area  (following  the 
PCS  move)  must  be  counseled  to  report  to  the  A-coded  activity  CPO  to 
which  the  sponsor  is  being  assigned  or  to  another  A-coded  activity 
regardless  of  component,  in  the  commuting  area  which  is  the  spouse's 
primary  choice  for  employment.  Of  course,  the  spouse  may  report  for 
registration  to  only  one  A-Coded  activity.  The  spouse  must  handcarry 
a  completed  SF-75,  or  equivalent,  to  the  A-coded  activity  in  the 
gaining  area. 

2.  An  eligible  spouse  may  be  registered  for  up  to  five  skills  but 
is  restricted  to  those  series,  grades  and  options  for  which  fully 
qualified.  Spouses  may  be  registered  at  a  grade  level  no  higher  than 
that  previously  held  on  a  permanent  basis,  down  to  any  grade  for  which 
qualified  and  available.  When  the  preference  eligible’s  only  Federal 
service  was  overseas  and  under  time-limited  appointment ( s ) , 
registration  may  be  for  the  highest  grade  held,  down  to  the  lowest 
grade  for  which  qualified  and  available.  Persons  who  have 
reinstatement  eligibility,  as  well  as  current  eligibility  under 
Executive  Order  12362,  may  be  registered  at  grade  levels  on  the  basis 
of  the  Executive  Order  12362  eligibility  if  that  is  more  beneficial. 

3.  If  registered  prior  to  the  PCS,  the  newly  selected  A-coded 
activity  will  complete  a  DD  Form  1819,  File  Maintenance  Change,  to 
reflect  the  new  activity  code,  address,  telephone  number  and  any  other 
data  needing  revision.  The  "old"  activity  code  must  be  shown  in  the 
four  boxes  on  the  top  line  next  to  "registering  activity  code"  and  the 
"new"  code  shown  as  an  entry  under  "element  number".  Show  "03"  and 
the  new  "A"  coded  activity  in  the  first  four  boxes  to  the  right.  The 
DD  1819  will  be  submitted  to  the  DoD  Data  Support  Center,  Dayton,  OH 
45444-4310,  immediately.  A  notice  will  be  generated  by  DDSC  computer 
to  inform  the  "old"  activity  that  servicing  is  now  the  responsibility 
of  the  "new"  activity. 

4.  An  eligible  spouse  who  is  not  currently  employed  by  DoD  may 
obtain  needed  registration  assistance  at  an  A-coded  activity  CPO  in 
the  gaining  area  as  specified  in  paragraph  Gl,  or  when  registration  is 
desired  in  advance,  at  an  A-coded  activity  CPO  in  the  losing  area. 

H.  REGISTERING  DoD  ACTIVITY  PROCEDURES 


1.  Registering  DoD  activities  will: 

a-.  Confirm  registration  eligibility. 


< 
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b.  Complete  Registration  Form,  DD  1817,  (or  input  over 
Bulletin  Board  System  (BBS)  if  active)  as  follows: 

(1)  Element  (02),  enter  "S." 

(2)  Element  (03),  enter  Registering  Activity  Code. 

(3)  Elements  (42)  and  (43),  Special  Qualifications,  will 

be  used  to  document  eligibility,  i.e.,  "Current  Employee," 
"Reinstatement  Eligible,"  or  "E.O.  12362  Eligible,”  and  losing 

activity  code. 

(4)  Elements  (44)  and  (45),  leave  blank.  These  elements 
will  be  coded  by  the  computer  and  will  be  one  year  from  the  date  the 
registration  is  entered  into  the  system. 

(5)  Element  (46),  enter  3. 

(6)  Element  (47),  enter  overseas  country  location  code  if 
returning  from  overseas. 

(7)  Element  (48),  enter  "N"  if  entry  is  made  in  element 

47. 

c.  Provide  spouse  counseling  regarding: 

(1)  Provisions  of  the  PPP  and  DoD  Instruction  1404.12. 

(2)  The  spouses'  option  to  delay  PPP  registration  and 
contact  a  DoD  A-coded  CPO  to  register  on  or  after  arrival  in  the 
gaining  area. 

(3)  The  importance  of  keeping  registration  data  current 
since  failure  to  do  so  may  lead  to  a  loss  of  consideration. 

(4)  The  requirement  that,  at  time  of  registration,  the 
spouse  must  be  fully  qualified  for  skills  for  which  registered. 

(5)  When  referred  for  positions  in  which  competitive 
procedures  are  applied,  the  spouse  must  comply  with  established 
recruitment  procedures  (i.e.,  complete  KSAs,  report  for  interview, 
etc.).  Refusal  to  participate  in  the  merit  process  is  considered  a 
declination  and  is  the  basis  for  terminating  Spouse  Preference 
entitlement.  If  the  spouse  is  among  the  best  qualified,  he/she 
receives  preference  and  must  be  selected. 

(6)  The  requirement  to  accept  or  decline  an  offer  within 

24  hours. 
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full-time , 
NAP. 


(7)  Preference  under  current  eligibility  will  terminate: 

(a)  upon  acceptance  or  declination  of  an  offer  of 
non-temporary  employment  in  the  Federal  service,  including 


(b)  upon  acceptance  or  declination  of  a  full-time 
temporary  position  in  the  Federal  service,  including  NAF,  which  is  in 
fact  a  "continuing"  position.  For  spouse  preference  purposes,  a 
"continuing"  position  is  defined  as  a  full  time  position  expected  to 
continue  one  year  or  longer. 

(c)  upon  acceptance  or  declination  of  an  offer  in  the 
Federal  service,  including  NAF,  into  a  part  time  or  intermittent 
position  expected  to  be  continued  one  year  or  longer,  if  the  spouse 
indicated  availability  for  such  a  position. 

(d)  upon  employment  with  a  non-DoD  Federal  agency  in 

the  local  area. 


(e)  upon  refusal  to  participate  in  the  established 
recruitment  procedures. 

(8)  The  fact  that  spouse  preference  eligibles  are  NOT 

entitled  to: 


JTR. 


(a)  Reimbursement  for  relocation  expenses 


under 


the 


(b)  Retained  pay.  (The  enabling  legislation  on  spouse 
preference  does  not  provide  for  retained  pay.  However,  such  payments 
are  left  to  the  discretion  of  the  employing  activity  provided  the 
spouse  meets  all  applicable  eligibility  standards  imposed  by  law  and 
the  Office  of  Personnel  Management. ) 


d.  Obtain  from  the  military  spouse  a  current  SF-171  and  a 
copy  of  the  most  recent  performance  appraisal.  NOTE:  When  the 
registering  activity  is  being  changed  as  described  in  paragraph  G 
above,  the  military  spouse  must  also  furnish  a  current  SF-171  and  the 
most  recent  performance  appraisal  to  the  new  A-coded  activity.  These 
documents  are  essential  and  must  be  furnished  by  the  registering 
activity  to  a  potential  gaining  activity  when  considering  registrants 
for  positions  being  filled  under  competitive  procedures. 


e.  Establish  the  period  of  registration  (beginning  date  of 
registration  will  be  no  earlier  than  30  days  prior  to  the  scheduled 
departure ) . 


f-.  Send  the  registration  through  BBS  processing  or  by  mail  to 
the  Defense  Data  Support  Center,  Dayton,  OH  45444-5310,  immediately. 

g.  Retain  PPP  registration  records. 
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h.  Submit  appropriate  file  maintenance  actions  to  keep  the 
|  registration  data  current. 

(1)  If  the  program  is  "S,"  no  matter  what  is  entered  in 
Elements  (44)  or  (45),  the  date  will  always  be  changed  by  the  computer 
to  one  year  from  the  date  of  registration.  Forty-five  days  prior  to 
the  separation/release  date,  a  tickler  will  be  generated  from  the 
computer  to  the  registering  activity  as  a  reminder  that  the 
registration  needs  to  be  reviewed  and  then  file  maintained  for  an 
additional  year.  The  CPO  is  to  enter  all  9's  in  either  Element  (44) 
or  (45),  and  the  system  will  establish  the  new  separation/release  date 
as  one  year  from  the  date  of  entry  of  the  file  maintenance  into  the 
system. 


i.  Relay  offers  and  inform  the  registrant  that  acceptance  or 
declination  of  a  valid  offer  will  result  in  deletion  from  Program  S 
and  loss  of  entitlement  to  further  spouse  preference  under  the  current 
eligibility.  Deletion  may  be  accomplished  by  BBS,  calling  in  to  the 
electric  secretary,  or  returning  the  DD  Form  1820,  Report  Action, 
promptly  to  Defense  Data  Support  Center,  Dayton,  OH  45444-5310. 

2.  A  spouse  preference  eligible  is  permitted  registration  even 
though  such  registration  falls  within  a  six  month  period  immediately 
following  a  promotion  received  while  serving  in  an  overseas 
ass ignment. 

I.  GAINING  ACTIVITY  POLICY  &  PROCEDURES; 

1.  Potential  gaining  activities  will  match  all  appropriate 
vacancies  against  applicable  Stopper  Lists  (or  under  Autodin 
procedures)  as  prescribed  in  this  manual  and  with  the  following 
clarification . 

a.  The  presence  of  a  spouse  prohibits  appointments  (including 
reinstatements)  unless  one  of  the  following  alternate  sources  are 
used:  appointments  of  30%  disabled  veterans,  VRA  appointments, 
transfers,  reassignments,  changes  to  lower  grade,  placements  to 
correct  equal  employment  opportunity  deficiencies,  placements  of  the 
handicapped  and  persons  returning  from  tours  of  duty  overseas. 

b.  Under  competitive  merit  promotion  procedures,  the  presence 
of  a  priority  3,  military  spouse,  prohibits  selection  of  an  internal 
candidate  when  a  spouse  is  rated  best  qualified.  However,  when 
priority  1  or  2  registrants  appear  on  the  Stopper  List,  activities  are 
not  authorized  to  fill  the  position  under  competitive  procedures. 

c.  Spousal  preference  must  be  applied  when  a  CPO  is  using 
employment  sources  such  as  registers  from  OPM  area  offices  or 
Delegated  Examining  Units  or  when  recruiting  under  Direct-Hire 
authorities. 
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d.  An  ampersand  (&)  to  the  right  of  the  number  of  available 
registrants  appearing  on  the  Stopper  List  will  indicate  the 
availability  of  one  or  more  military  spouse  preference  registrants. 
Following  requisitioning  by  the  gaining  activity,  the  Special 
Qualification  information  provided  by  the  resume  will  identify  the 
basis  for  registration,  and  therefore,  the  treatment  each  registrant 
must  receive. 

e.  Activities  planning  to  fill  positions  through  competitive 
procedures  should  requisition  using  referral  code  "S."  As  a  result, 
the  requisitioning  activity  will  receive  Referral  Resumes  of  Priority 
1  and  2  registrants  and  also  all  Priority  3's  registered  under  the 
Spousal  Program. 

f.  Refusal  by  the  spouse  to  participate  in  established 
recruitment  procedure  (i.  e.,  interview,  KSAs,  etc.)  is  considered  a 
declination  and  is  the  basis  for  terminating  Spouse  Preference 
entitlement. 


g.  When  competitive  procedures  are  used,  only  those  spouse 
preference  eligibles  who  are  in  the  "best  qualified"  (BQ)  group  will 
be  referred.  The  gaining  activity  is  responsible  for  making  the  BQ 
determination  for  the  spouse  and  other  candidates.  When  a  military 
spouse  preference  eligible  is  referred  as  BQ,  he/she  must  be 
selected.  In  cases  where  more  than  one  BQ  spouse  preference  eligible 
is  referred,  either  may  be  selected. 

h.  Activities  must  conduct  ratings  and  rankings  of  eligible 
preference  registrants  each  time  he/she  is  matched  with  an  activity 
vacancy  even  if  such  registrant  previously  failed  to  rank  in  the  BQ 
grouping.  Failure  to  be  ranked  BQ  for  one  vacancy  does  not  terminate 
consideration  for  preference  for  subsequent  vacancies. 

i.  When  filling  positions  under  competitive  procedures, 
consideration  of  military  spouse  registrants  shall  be  extended  to 
eligibles  on  the  Stopper  List  in  effect  on  the  closing  date  of  the 
merit  promotion  announcement  or  on  the  properly  established  closing 
date  when  certification  is  from  existing  registers  or  referral  lists 
prepared  by  computer. 

j.  Spouse  preference  eligibles  with  less  than  six  months  time 
remaining  in  the  area  may  be  nonselected  for  permanent  continuing 
positions. 


k.  A  spouse  preference  eligible  may  be  displaced  by  a 
Priority  1  or  2  registrant  while  temporarily  appointed  on  a  continuing 
position.  Heads  of  DoD  Components  may  establish  guidelines  for 
extension  of  preference  if  a  spouse  experiences  unanticipated 
displacement  (before  the  limitation  date)  from  a  position  gained  under 
preference  and  expected  to  continue  for  one  year  or  longer. 
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l.  When  the  military  spouse  eligible  cannot  be  located  by  the 
registering  activity  after  reasonable  efforts,  the  potential  gaining 
activity  may  continue  the  staffing  action  without  further 
consideration  of  that  registrant.  However,  such  action  will  not 
terminate  preference  eligibility.  A  report  action  26  with  narrative 
explanation  must  be  sent  to  DDSC.  Documentation  must  be  maintained  to 
provide  an  audit  trail. 

m.  The  resume  of  a  military  spouse  will  be  identified  in  the 
heading  of  the  DD  Form  1820  or  on  Autodin-generated  resumes  with  the 
printed  legend,  "Military  Spouse  Preference  Program." 

2.  Heads  of  DoD  components  may  establish  guidelines  for  approving 
exceptions  to  spouse  preference  policies.  Exceptions  shall  be  rare 
and  based  only  on  compelling  hardship  to  the  DoD  component  mission  or 
the  applicant.  In  establishing  guidelines,  heads  of  DoD  components 
may  delegate  authority  for  making  exceptions. 
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APPENDIX  J 


ARMY  MILITARY  TECHNICIAN  PROGRAM 


Applicable 


to  Army  Activities  Only 

(Program  D) 


A.  APPLICATION 

This  appendix  applies  to  Army  activities  only  and  provides  a 
method  for  registration  in  the  Priority  Placement  Program  (PPP)  of 
U.S.  Army  Reserve  (USAR'  Military  Technicians  (MT)  who  are  subject  to 
PL  98-212.  Registration  is  limited  to  those  MTs  who  were  intially 
employed  after  8  December  1983  and  who  are  scheduled  to  be  separated 
from  their  civilian  positions  as  a  result  of  loss  of  Selected  Reserve 
membership,  through  no  fault  of  their  own,  as  defined  in  AR  140-315, 
Employment  and  Utilization  of  Army  Reserve  Military  Technicians. 

B.  PURPOSE 


This  appendix  provides  a  method  of  referral  of  USAR  MTs  for 
placement  consideration  in  non-USAR  MT  positions  at  Army  activities 
within  the  50  United  States.  All  DoD  policies  and  procedures 
applicable  to  the  PPP,  as  contained  in  DoD  1400. 20-1-M,  are  to  be 
applied,  except  as  modified  herein. 

C.  REGISTRATION  ELIGIBILITY 

Current  MTs  are  eligible  for  registration  upon  receipt  of  a 
proposed  separation  notice  under  conditions  described  in  paragraph  A 
above.  MTs  who  are  scheduled  to  be  separated  by  reason  of  military 
retirement  may  be  registered  up  to  12  months  prior  to  the  anticipated 
retirement  date. 

D.  PROGRAM  CODE  AND  PRIORITY 

Army  MTs  will  be  registered  under  Program  Code  "D",  with  priority 
2,  to  apply  only  after  all  other  priority  2  registrants.  Registration 
under  Program  Code  "A"  as  Priority  2  is  not  authorized. 

E.  PERIOD  OF  REGISTRATION 


Registrants  will  remain  in  the  Program  until  they  are  placed, 
become  unavailable  for  placement,  are  deleted  by  the  registering  Army 
activity,  or  for  one  year  following  separation,  whichever  occurs 
first.  Registrants  will  be  expected  to  accept  offers  at  locations  and 
for  positions  and  grade  levels  for  which  registered.  Registrants  who 
decline  a  valid  offer  of  a  position  at  their  current  grade  level  will 
be  deleted  by  the  registering  Army  activity. 


F.  REPORT  ACTIONS 

1.  Gaining  Activities  will  submit  report  actions  as  specified  in 
Chapter  11,  paragraph  E. 
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2.  Releasing  Activities  will  submit  report  actions  as  specified 
in  Chapter  11,  paragraph  B,  except  that  Report  Action  02,  Declination 
of  Offer,  will  be  used  only  when  MTs  decline  an  offer  of  a  position  at 
their  current  grade  level.  Declinations  of  offers  of  positions  at 
grades  lower  than  current  grade  are  not  to  be  reported  by  releasing 
activities. 

G.  COST  OP  TRAVEL  AND  TRANSPORTATION 


Travel  and  transportation  expenses  will  be  paid  by  the  releasing 
Army  activity  for  placements  in  continuing,  non-temporary  positions. 
Payment  of  travel  expenses  will  be  in  accordance  with  Volume  2,  Joint 
Travel  Regulations. 

H.  RELEASE  OF  REGISTRANTS 


Registrants  who  accept  offers  normally  will  be  released  within  two 
weeks  after  acceptance  of  the  offer,  or  in  no  case,  later  than  30  days 
without  mutual  agreement  between  releasing  and  gaining  activities. 

I.  PROCEDURES  -  ARMY  RELEASING  ACTIVITIES 

1.  Civilian  personnel  offices  (CPO)  servicing  MTs  whose 
separation  is  proposed  will: 

a.  Determine  skills  and  grade  levels  (not  to  exceed  current 
non-temporary  grade)  for  which  MTs  meet  qualifications  criteria 
described  in  Chapter  3  and  are  otherwise  eligible  for  registration. 

b.  Register  all  such  employees  on  a  voluntary  basis  for 
referral  to  other  Army  activities  acceptable  to  the  employees,  and  at 
current  and  lower  grades  acceptable  to  them,  when  in  the  opinion  of 
the  CPO,  such  registration  will  provide  reasonable  placement 
opportunities  within  1  year. 

c.  Register  all  such  employees  (on  a  mandatory  basis,  if 
necessary)  at  their  current  grade  level  for  positions  for  which  well 
qualified  (as  described  in  Chapter  3)  for  priority  referral  to  all 
other  Army  activities  determined  by  the  CPO  to  be  within  the  commuting 
area  of  the  current  residence  of  the  employee. 

2.  MTs  may  be  voluntarily  registered  for  referral  to  any  or  all 
Army  activities  within  the  50  United  States.  Zone  Coordinator  prior 
approval  for  such  registration  and  referral  is  not  required. 

3.  Complete  DD  Form  1817  in  accordance  with  Chapter  8  and  the 
determination  above,  except  as  modified  below: 

a.  Section  A  -Item  1  -  Program  -  Element  (02).  Code  "D"  will 
be  entered  for  the  MT  registrant. 

b.  Item  11  -  Skills  -  Elements  (37)  -  (41).  Skill  1  may  be 
other  than  present  reserve  position.  The  highest  acceptable  grade  for 
a  MT  registrant  will  be  the  current  non- temporary  grade.  The  lowest 
acceptable  grade  for  a  MT  registrant  will  be  any  lower  grade 
acceptable  to  the  registrant. 
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c. 

Enter  date 


Section  B  -  Item  1  -  Separation  Date  -  Element  (44) . 
of  scheduled  separation. 


d. 

Enter  date 


Item  2  -  Release  Date  -  Element  (45). 
which  is  one  year  from  date  of  separation. 


e .  Item  3  -  Priority  -  Element  (46). 
Enter  "2”. 


f .  Section  E  -  Area  of  Referral  -  Item  1  -  Zone,  Region  or 
State  Selections  -  Elements  (59)  -  (62).  Any  time  one  or  more  of 
these  elements  is  coded.  Code  rtA*'  must  be  entered  in  Component  Element 
(63). 


g .  Item  2  -  Individual  Activity  Selections  -  Elements  (64)  - 
( 69 ) .  Only  Army  activity  codes  may  be  entered. 

J.  PROCEDURES  -  ARMY  GAINING  ACTIVITIES.  Army  gaining  CPOs  wills 

1.  Match  vacancies  against  Stopper  Lists  and  submit  requisitions 
as  outlined  in  chapters  4  and  10. 


2.  Make  offers  in  normal  priority  order.  Priority  2  Army  MTs 
will  be  made  offers  after  all  other  Priority  2's. 


3.  Submit  Report  Actions  on  each  resume  as  prescribed  in  Chapter 

11. 


4.  Refer  qualification  disputes  between  registering  and 
Army  activities  to  the  Army  Regional  Placement  Coordinator 
jurisdiction  over  the  potential  gaining  activity. 


gaining 

having 
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APPENDIX  K 

NATIONAL  GUARD  TECHNICIAN  Q!PLOYMENT  PROGRAM 

(PROGRAM  K) 

A.  PURPOSE 


1.  This  appendix  prescribes  policies  and  procedures  of  the 
Department  of  Defense  (DoD)  Priority  Placement  Program  (PPP) 
concerning  the  registration,  referral  and  placement  of  Department  of 
Army  and  Department  of  Air  Force,  National  Guard  Technicians,  who  are 
being  involuntarily  separated  for  reasons  other  than  for  cause  and  are 
accorded  competitive  status  for  purposes  of  transferring  to  the 
competitive  service  by  Public  Law  99-586.  These  policies  and 
procedures  will  be  identified  within  the  PPP  as  Program  "K"  and  will 
apply  when  filling  positions  in  both  the  competitive  and  excepted 
service. 


2.  Program  K  will  be  used  to  refer  eligible  Guard  Technicians  to 
DoD  activities  throughout  the  50  United  States,  possessions  and 
territories,  except  for  those  being  separated  for  disability  under  an 
OPM  approved  disability  per  Title  5  USC,  Section  8337(a).  Technicians 
determined  by  OPM  to  be  disabled  in  accordance  with  5  USC,  Section 
8337(a)  are  not  eligible  for  placement  through  the  PPP.  Those 
eligible  for  and  receiving  an  annuity  in  accordance  with  4  USC, 
Section  8337(h)  will  be  placed  through  the  procedures  contained  in 
Appendix  G,  National  Guard  Technician  Disability  Placement  Program. 

3.  All  policy  and  procedures  of  the  DoD  PPP,  as  set  forth  in  this 
manual  (DoD  1400. 20-1-M) ,  apply  except  as  modified  in  this  appendix. 

B.  AUTHORITY 

1.  Public  Law  99-586. 

2.  DoD  Directive,  Number  1400.20,  dated  June  16,  1981. 

C.  REGISTRATION  ELIGIBILITY 

National  Guard  Technicians  meeting  the  conditions  of  paragraph  Al, 
above,  as  clarified  by  paragraph  A2,  may  be  registered  in  Program  K, 
upon  receipt  of  a  proposed  separation  notice. 

D.  PROGRAM  CODE  AND  PRIORITY 


Guard  Technicians  will  be  registered  under  Program  K  and  will  be 
accorded  Priority  2  after  all  other  Priority  2  registrants.  They  will 
be  given  equal  consideration  to  those  individuals  registered  in  the 
Army  Military  Technician  and  Air  Force  Status  Quo  Programs  under  the 
provisions  of  Appendices  J  and  F  of  this  manual,  respectively. 
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E.  PERIOD  OF  CONSIDERATION 

Registrants  will  be  mandatorily  registered  daring  their  notice 
period  in  accordance  with  paragraph  lie  below.  They  will  remain  in 
the  Program  until  they  are  placed,  become  unavailable  for  placement, 
are  deleted  by  the  registering  National  Guard  activity  or,  at  their 
option,  for  one  year  following  separation,  whichever  occurs  first. 
Registrants  will  be  expected  to  accept  offers  at  locations,  for 
positions  and  at  grade  levels  for  which  registered.  Registrants  who 
decline  a  valid  offer  of  a  position  at  their  current  grade  level  will 
be  deleted  by  the  registering  activity. 

F.  REPORT  ACTIONS 

1.  Gaining  activities  will  submit  report  actions  as  specified  in 
Chapter  11,  paragraph  E. 

2.  Releasing  activities  will  submit  report  actions  as  specified 
in  Chapter  11,  paragraph  B,  except  that  Report  Action  02/Declination 
of  Offer,  will  be  used  only  when  Guard  Technicians  decline  an  offer  of 
a  position  at  their  current  grade  level.  Declinations  of  offers  of 
positions  at  grades  lower  than  current  grade  are  not  to  be  reported  by 
releasing  activities.  Gaining  activities  should  provide  a  report 
action  15  for  declination  at  current  grade  level  and  report  action  26 
(with  explanation)  for  declinations  at  grades  lower  than  current 
grade . 

G.  COST  OF  TRAVEL  AND  TRANSPORTATION 

Travel  and  transportation  expenses  will  be  paid  by  the  releasing 
National  Guard  activity  for  placements  into  continuing,  non-temporary 
positions  involving  relocation.  Payment  of  travel  expenses  will  be  in 
accordance  with  Volume  2  of  the  Joint  Travel  Regulations. 

H.  RELEASE  OF  REGISTRANTS 


Registrants  who  accept  offers  normally  will  be  released  within  two 
weeks  and,  in  no  case,  later  than  30  days  after  acceptance  of  the 
offer  without  mutual  agreement  between  the  releasing  and  gaining 
activities . 

I.  PROCEDURES  -  RELEASING  ACTIVITIES 


1.  Support  Personnel  Management  Offices  (SPMOs)  servicing  Guard 
Technicians  whose  separation  has  been  proposed  will: 

a.  Determine  skills  and  grade  levels  (not  to  exceed  current 
non-temporary  grade)  for  which  Guard  Technician  registrants  meet 
qualifications  criteria  described  in  Chapter  3  (well  qualified)  as 
well  as  eligibility  for  registration. 
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b.  Register  all  such  employees  on  a  voluntary  basis  for 
referral  to  other  DoD  activities  acceptable  to  the  employees,  and  at 
current  and  lower  grades  acceptable  to  them  when,  in  the  opinion  of 
the  SPMO,  such  registration  will  provide  reasonable  placement 
opportunities. 


c.  Register  all  such  employees  (on  a  mandatory  basis,  if 
necessary)  at  their  current  grade  level  for  positions  for  which  well 
qualified  (reference  Chapter  3)  for  priority  referral  to  all  DoD 
activities  which  are  determined  by  the  SPMO  to  be  within  the  commuting 
areas  of  the  registrant's  current  residence. 

2.  Registration  outside  the  commuting  area  of  the  registrant's 
current  residence  should  be  accomplished  IAW  the  provisions  of  Chapter 
3,  paragraph  B9a. 

3.  The  DD  1817  registration  form  is  completed  by  the  registering 
activity  using  the  information  provided  above  and  the  following 
d irections : 

a.  Element  (02)  -  Code  "K"  will  be  entered  for  Guard 
Technician  registrants. 


b.  Element  (37)— (41)  -  Skill  1  may  be  other  than  the  present 
guard  position.  The  highest  acceptable  grade  will  be  the  current  non¬ 
temporary  grade.  The  lowest  grade  will  be  any  lower,  acceptable  grade 
subject  to  the  three  GS  grade  (or  equivalent)  limitation. 


Element  (44) 


separation , 


This  will  be  the  date  of  scheduled 


d.  Element  (45)  -  The  Release  Date  is  one  year  from  the  date 
of  separation. 

e.  Element  (46)  -  Priority  "2". 

J.  PROCEDURES  -  GAINING  ACTIVITIES 

Gaining  Civilian  Personnel  Offices  (CPOs)  will: 

1.  Match  vacancies  against  Stopper  Lists  and  submit  requisitions 
as  outlined  in  Chapters  4  and  10. 

2.  Make  offers  in  normal  priority  order  IAW  paragraph  D,  above. 

3.  Submit  Report  Actions  on  each  resume  as  prescribed  IAW  para  F 
above  and  Chapter  11. 
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K.  REPORTS 

The  Zone  Coordinators  and  the  Component  Coordinators  will  receive 
complete  and  detailed,  computer-generated  reports  every  thirty  days  or 
upon  demand.  Reports  will  include  data  on  registrations,  placements, 
declinations  (current  grade  only),  etc.,  by  activity,  region,  zone  and 
Dod  Component. 
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RETIREMENT  (EFFECT  ON  REGISTRATION): 

Disability  Retirement... . Ch  3,  Para  A4c, 

Discontinued  Service . Ch  3,  Para  A2d, 

Optional  Retirement..... . Ch  3,  Para  A2e, 


RETIREMENT  (SPECIAL  POLICIES): 


Voluntary  Retirement,  Requests  for . Ch  2,  Para  J10, 

Withdrawal  of  Application . Ch  2,  Para  Jll, 
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RETORN  RIGHTS: 

Displaced  Overseas  Employees . Ch  6,  Para  B5b  and  d,  P  6-5 

Nondisplaced  Overseas  Employees . Ch  6,  Para  C5,  P  6-9 


SALARY  AND  PAY: 

Last  Earned  Rate/Highest  Previous  Rate . Ch  2, 

Pay  Retention . Ch 

Wage  Grade  Step  Preservation . . 


SECURITY  CLEARANCE: 

Offers  to  Registrants . . . Ch  5,  Para  A10,  P  5-2 

Registration  Coding . Ch  8,  Para  B71,  P  8-5 

SEPARATION/CHANGE  TO  LOWER  GRADE  DATE  (REGISTRATION) ; 


Ch 

2, 

Para 

Jla , 
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2-7 

Ch 

2, 
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Jlc, 
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2/ 

Para 

Jib, 
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Para  C7a(5), 
Para  Hlb(4), 
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Air  Force  Status  Quo  Program . App  F,  Para  B6c(4), 

Army  Family  Member  Priority  Placement  Prog... App  A,  Para  D3br 

Army  Military  Technician  Program . App  J,  Para  I3c, 

Grade  Retention  Program . App  B, 

Military  Spouse  Preference  Program . App  I , 

National  Guard  Technician  Employment 

Program . App  K,  Para  I3c,  P  K-3 

National  Guard  Technician  Disability 

Program . . . App  G,  Para  F3b(l),  P  G-3 

Overseas  Dependents . Ch  6,  Para  Gld(l),  P  6-15 

Panama  Canal  Commission . App  E,  Para  B4,  P  E-l 

Priority  Placement  Program . Ch  8,  Para  C,  P  8-16 


SEVERANCE  PAY: 


,  .Ch  2,  Para  I,  P  2-7 
Ch  4,  Para  A5,  P  4-3 


RETENTION  OF  EMPLOYEES  WHILE  ON  SICK  LEAVE: . Ch  2,  Para  J6,  P  2-10 


SKILLS: 

Coding  in  Grade  Retention  Program  (R) . App  B,  Para  C7a(3),  P  B-4 

Coding  in  Overseas  Employment  Program . Ch  8,  Para  B13h,  P  8-13 

Coding  in  Priority  Placement  Program . Ch  8,  Para  B13g,  P  8-8 

Determining  Lowest  Grade  in  PPP . Ch  8,  Para  Bl3g(5),  P  8-11 

Mandatory  Registration . Ch  3,  Para  B3,  P  3-9 
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SKILLS;  (cont’d) 

Merit  Pay  (GM)  Skills  Registration . Ch  8,  Para  B13c,  P  8-7 

Not  to  Exceed  Present  Grade  in  PPP . Ch  8,  Para  Bl3g(4),  P  8-11 

Option  Codes  in  Overseas  Employment 

Program . Ch  8,  Para  B13h(3),  P  8-14 

Option  Codes  in  Priority  Placement 

Program . ...Ch  8,  Para  B13g(3),  P  8-9 

performance  Test  Requirement . Ch  8,  Para  B13f,  P  8-8 

Sufficiently  Well  Qualified . Ch  3,  Para  B12,  P  3-12 

Years  Experience . Ch  8,  Para  B13g(6),  P  8-11 


MILITARY  SPOUSES; 


Military  Spouse  Preference  Program 


App  I,  P  1-1 


STOPPER  LIST; 


Application  of  Succeeding  Stopper  List . . . .Ch  4,  Para  C2, 

Asterisk.. . . . Ch  4,  Para  C2b, 

Bulletin  Board  System . Ch  4,  Para  Cl, 

Considering  Candidates  Outside  Component . Ch  4,  Para  Alb, 

Displacing  Temporary,  Time  Limited  Appointees. Ch  4,  Para  A2b, 

Disabled  Veteran  Appointees . Ch  4,  Para  A2, 

Downgrading  Positions  for  PPP  Referral . ...Ch  4,  Para  A15, 

Handicapped  Appointees . . . Ch  4,  Para  A2, 

Identifying  Availability  of  New  Registrants .. .Ch  4,  Para  C2, 

In  Alaska,  Hawaii  and  Puerto  Rico . Ch  4,  Para  A18, 

In-service  Referral  List . Ch  4,  Para  A10, 

Reconstruction  Process . Ch  4,  Para  D15, 

Re-employed  Annuitants . Ch  4,  Para  A2a, 

Number  of  Registrants  Available.. . Ch  4,  Para  C2a, 

Overseas . . . Ch  6,  Para  E, 

Pound  Sign...... . . . . . Ch  4,  Para  C2c, 

TAPER  Appointees . Ch  4,  Para  A2, 

Term  Appointees . Ch  4,  Para  A2, 

Term  Promotees . Ch  4,  Para  A2, 
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STOPPER  LIST  MATCHING; 

Clerical  Positions . 

Excepted  Service  Position. . . . 

Formal  Trainee  Positions . 

GM  Positions . . 

GS-200  &  800  Positions . . 

Handicapped  Program  Positions 


Ch  4,  Para  D3,  P  4-14 
.Ch  4,  Par a  A9,  P  4-4 
Ch  4,  Para  A13,  P  4-5 
Ch  4,  Para  D7,  P  4-15 
Ch  4,  Para  D4,  P  4-14 
Ch  4,  Para  A16,  P  4-6 
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Part-time,  Intermittent,  Seasonal  or 

On  Call  Continuing  Positions . ..Ch  4,  Para  A4, 

Positions  at  Target  Grade . Ch  4,  Para  All, 

Positions  Changed  by  Classification  Standards . .Ch  4,  Para  A8, 

Positions  in  Functions  Contracting  Out . Ch  4,  Para  A7, 

Positions  in  Special  Hiring  Programs . Ch  4,  Para  A6, 

Positions  which  have  Administrative 

or  Statutory  Obligations . . . Ch  4,  Para  A3, 

Supervisory  Positions  (General  Schedule) . Ch  4,  Para  D8, 

Temporary  Positions . Ch  4,  Para  A5, 

Trades  Helper  Positions . . . . . Ch  4,  Para  D6, 

Upward  Mobility  Program  Positions . Ch  4,  Para  A14, 

Vacancies  at  Activities  Candidate  for  Base  Closure, 

Major  Curtailment  or  Relocation . Ch  2,  Para  J13, 

Vacancies  in  Continuing  Positions . Ch  4,  Para  A2, 

VRA  Positions . Ch  4,  Para  A16, 

Wage  Grade  Positions  not  Requiring  Operation  of 

Vehicle  or  Sewing  Machine . . . Ch  4,  Para  D5, 
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Coding  Availability  on  Registration . . .Ch  3,  Para  B20c,  P  3-14 

Matching  Stopper  List . Ch  4,  Para  D8,  P  4-15 


TEMPORARY  APPOINTEES/ASSIGNEES: 

Displacing  Temporary  Assignees  at  Remote 

Locations . Ch  4,  Para  D13,  P  4-17 

Displacing  When  PPP,  DEP,  &  RPL  Registrants 

are  Available . Ch  5,  Para  Bid,  P  5-4 

Matching  Stopper  List . Ch  4,  Para  A2,  P  4-1 


TEMPORARY  POSITIONS: 

Coding  Availability  Registration . Ch  3,  Para  B17,  P  3-13 

Matching  Stopper  List . . .  Ch  4,  Para  A5,  P  4-3 

Ch  4  , Para  A10,  P  4-4 

Offers  of . ...Ch  3,  Para  B28g  &  h,  P  3-17 

Special  Hiring  Programs . Ch  4,  Para  A6,  P  4-4 
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TERM  POSITIONS; 
Offer . 


Ch  3,  Para  28h,  P  3-17 


TRAINING: 

Retraining  of  Adversely  Affected  Employees . Ch  2,  Para  H,  P  2-7 

Training  Requirement  -  PPP . Ch  2,  Para  B,  P  2-1 


TRANSFER  OF  FUNCTION: 


Consolidation  of  Retention  Registers . Ch  2,  Para  E2,  P  2-4 

Determining  When . . . Ch  2,  Para  Elr  P  2-4 

Obligations  to  Restore  Overseas  Employee. .... .Ch  6,  Para  D2,  P  6-11 

Overseas  Employees  Stateside  Position . Ch  6,  Para  D3,  P  6-11 

Overseas  Locations  Affected . Ch  6,  Para  B5b,  P  6-5 

Withdrawal  of  Declination . Ch  2,  Para  Jll,  P  2-12 


TRAVEL  AND  TRANSPORTATION  EXPENSES: 


Employees  Involuntarily  Separated 
Overseas  Registrants . 


.Ch  2,  Para  F, 
Ch  6,  Para  F, 
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P 


2-5 

6-13 


VACANCY  REQUISITIONING: 


Overseas  Employment  Program. . Ch  7,  Para  G,  P  7-5 

Priority  Placement  Program: 

Priority  1  and  2 . Ch  4,  Para  Ala,  P  4-1 

Priority  3.... . . . Ch  4,  Para  Alb,  P  4-1 

Remote  Locations  Outside  Commuting  Area...Ch  4,  Para  Dll,  P  4-16 
Stateside  Activities  Servicing  Positions 

in  Foreign  Areas . Ch  4,  Para  D12,  P  4-17 

Via  Telephone . . . . . Ch  4,  Para  Cl,  P  4-10 

Ch  10,  Para  D,  P  10-21 


VACANCY  REQUISITIONING  PROCEDURES  -  AUTODIN  (see  AUTODIN) 


VACANCY  REQUISITIONING  PROCEDURES  -  TRADITIONAL: 


Overseas  Employment  Program . Ch  10,  Para  C,  P  10-14 

Priority  Placement  Program . Ch  10,  Para  A,  P  10-1 

Telephoning  Requisitions  to  DDSC . Ch  10,  Para  D,  P  10-21 
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VETERANS  PREFERENCE  ELIGIBLES: 


Ch  4,  Para  A19,  P  4-6 


ZONES  AND  REGIONS  MAP 


Ch  2,  P  2-15 


DEPARTMENT  OF  DEFENSE 


DATA  SUPPORT  CENTER 
DEFENSE  ELECTRONICS  SUPPLY  CENTER 
DAYTON.  OH  45444-5310 


refer  to  DDSC  (Mrs.  Madges/AV  986-5156)  15  May  91 

SUBJECT:  Priority  Placement  Program  (F?P)  Update  91-1 

TO:  Civilian  Personnel  Officer 

Ail  DoD  Activities 


1.  Enclosed  you  will  find  the  following  attachments  relating  to  the  PPP: 

a.  DoD  1400. 20-1-M,  Change  1. 

b.  Synopsis  of  Changes,  Additions,  Deletions  which  briefly  explains 
the  changes  included  in  DoD  1400. 20-1-M,  Change  1. 

c.  Civilian  Intelligence  Personnel  Management  System  (CIPMS)  fact 
sheet  along  with  0PM  Letter  315-27,  dated  7  May  90  and  Personnel 
Interchange  Agreement.  0PM  and  DoD  have  established  an  agreement 
permitting  movement  between  the  competitive  civil  service  and  positions  in 
the  CIPMS  in  the  military  departments.  We  have  Incorporated  CIPMS 
references  throughout  the  manual  and  provided  further  explanation  in  the 
fact  sheet. 

2.  The  following  information  does  not  require  a  manual  change  but  is 
important  for  those  of  your  staff  who  work  with  the  PPP. 

a.  Changes  to  the  Office  of  Personnel  Management  (0PM)  Qualification 
Standards  for  the  GS-391/393  and  the  GS-544/590  require  the  following 
changes  when  registering  or  requisitioning  for  these  skills: 

(1j  For  GS-391/393.  Series  GS-393,  Communications  Specialist, 
has  been  abolished  with  coverage  now  under  the  GS-391,  Telecommunications. 
Therefore,  if  you  have  a  match  in  either  series  (with  appropriate  option 
of  TYA,  STC.  DAT,  if  required) ,  you  must  requisition  for  the  GS-391  and 
the  computer  will  match  the  GS-391  AND  GS-393  series.  This  automatic 
computer  matching  will  be  effective  17  June  91.  As  of  this  date  the  TEB 
option  for  the  GS-393  will  be  obsolete  and  may  not  be  used.  When 
registering  employees,  you  should  use  the  GS-391  series  and  not  the 
GS-393. 


(2)  For  GS-544/590.  Series  GS-590,  Time  and  Leave,  has  been 
abolished  with  coverage  now  under  GS-544,  Civilian  Pay.  Therefore,  if  you 
have  a  match  in  either  series  (with  appropriate  option,  if  required),  you 
must  requisition  for  the  GS-544  and  the  computer  will  match  the  GS-544  AND 
the  GS-590  series.  This  automatic  computer  matching  will  be  effective 
17  June  91.  When  registering  employees,  you  should  use  the  GS-544  series 
and  not  the  GS-590. 
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b.  We  have  added  GS-326,  Office  Automation  Clerical  and  Assistance 
Series,  to  the  list  of  series  covered  by  OPM’s  X- 118  Clerical  and 
Administrative  Support  Standard,  at  grades  GS-1  through  4.  Effective 
immediately,  individuals  registering  for  GS-300  (TYAl ,  Grades  1.  2,  3,  and 
4  will  be  referred  automatically  for  GS-326.  Individuals  will  be  referred 
for  the  GS-326  only  if  registered  for  the  GS-300  (TYA)  since  the  new 
series  has  a  typing  proficiency  requirement. 

c.  When  registering  individuals  for  grade  levels  in  the  Retained 
Grade  (R)  Program,  remember  that  the  HIGH  and  LOW  grades  shown  in  Elements 
37  through  41  MUST  be  the  same  as  those  indicated  in  Element  12  which  is 
the  position  to  which  the  registrant  has  retained  grade  entitlement. 

d.  Our  office  sends  messages  through  your  local,  communications 
center,  subject:  Notice  of  Overdue  Registrant  Report  Action,  which 
explains  that  a  report  action  has  been  received  by  DDSC  which  would 
require  removal  of  a  registrant  who  is  currently  registered  by  your 
activity.  Since  report  actions,  based  on  referral  of  an  individual 
through  the  requisitioning  process,  are  sometimes  completed  with  incorrect 
report  actions  (i.e.,  a  Code  14  when  the  position  is  temporary),  it  is 
imperative  that  you  NOT  automatically  remove  the  registrant.  Of  course, 
after  reviewing  your  file,  if  the  registrant  should  be  removed  from  the 
Program,  you  should  submit  the  appropriate  report  action.  However,  if  it 
appears  the  individual  has  not  received  a  valid  offer  and,  therefore, 
should  not  be  deleted  from  the  Program,  please  contact  your  servicing 
specialist  at  DDSC  for  assistance. 


3.  The  Overseas  Employment  Program  (OEP)  Acceptance  List  has  been  updated 
and  was  distributed  last  month.  This  List,  dated  1  Feb  91.  will  replace 
the  one  dated  10  May  89. 


a  i/r n  r\  rAntitinn 


JAMES  D.  FORINASH 
Chief,  Defense  Data 
CV  Support  Center 


SYNOPSIS  OF  CHANGES .  ADDITIONS.  DELETIONS 


DoD  1400.20-1-M 
May  1991 


1 .  Chapter  2. 

a.  Explains  that  use  of  optional  items  such  as  Relocation  Service? 
are  not  required  payments  under  PPP.  (Paragraph  FI) 

2 .  Chapter  3. 

a.  Includes  displaced  CIPMS  employees  under  eligibility  for  'A' 
Program.  (Paragraph  A2) 

b.  Does  not  limit  CIPMS  Excepted  Service  registrants  to  Excepted 
Service  Positions  only;  however,  requires  input  in  Elements  42  or  43  to 
identify  such  registrations.  (Paragraph  A3) 

c.  Explains  circumstances  when  registrant  is  required  to  register 
down  to  and  including  two  grade  or  pay  levels  below  current  grade. 
(Paragraph  B3  and  B3a) 

d.  Involuntary  registrants  are  not  permitted  to  expand  their  area  of 
availability  beyond  the  commuting  area  after  separation  without  approval 
from  the  Zone  Coordinator.  (Paragraph  B3d  and  B6) 

e.  Requires  removal  of  registrant  who  does  not  have  entitlement  to 
severance  pay  upon  declination  of  an  offer  whether  outside  or  within 
commuting  area.  (Paragraph  B7) 

f.  Instructs  that  within  an  area  of  referral  individuals  must 
normally  be  willing  to  register  for  all  activities  which  utilize  his/her 
skills  and  further  defines  "all'  activities.  (Paragraph  B9a) 

g.  Permits  CIPMS  employee  registration  no  higher  than  current  grade. 
(Paragraph  B16) 

h.  Excludes  GS-2091,  Sales  Store  Clerical  from  automatic  referral 
under  the  GS-300  series.  (Paragraph  B21a;  B28o;  Chapter  4,  Paragraph  D3c) 

l.  Requires  registrants  to  indicate  availability/non-availability  for 
non-DoD  Federal  agency  positions  and  that  declination  of  such  a  'valid' 
offer  will  result  in  removal  from  the  PPP.  (Paragraph  B28) 

3 .  Chapter  4, 

a.  Adds  'gradual'  retirement  annuitants  to  trial  annuitants  who  are 
not  subject  to  matching  against  the  Stopper  List.  (Paragraph  A2) 

b.  Includes  as  an  exception  from  Priority  1  and  2  restrictions,  those 
persons  who  are  returning  from  Bureau  of  Employee  Compensation  (BEC)  rolls 
to  a  position  at  a  grade  no  higher  than  that  held  at  the  time  of  BEC 
eligibility.  (Paragraph  Blr) 
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c.  Establishes  automatic  computer  referral  for  those  individuals 
registered  for  the  WG-00000,  Grades  1.  2,  3,  or  4  when  the  specific  series 
is  requisitioned.  This  automatic  computer  matching  will  be  effective 

17  June  91.  (Paragraph  D5) 

d.  Establishes  automatic  computer  referral  for  those  individuals 
registered  for  the  WG-01111-5  when  the  requisition  is  for  the  specific 
Trades  Helper  position.  This  automatic  computer  matching  will  be 
effective  17  June  91.  (Paragraph  D6) 

4 .  Chanter  5 

a.  Includes  the  regulatory  requirement  that  an  offer  must  be  in 
writing  when  declination  of  such  would  result  in  loss  of  severance  pay. 

(Pai agraph  A5) 

5 .  Chapter  6 

a.  Includes  displaced  and  non-displaced  overseas  CIPMS  employees 
under  eligibility  for  ‘A*  Program  registration.  (Paragraph  Bl;  Cl;  C2d; 
Gl) 

b.  On  a  case-by-case  basis,  Component  Coordinators  have  the  authority 
to  allow  nondisplaced  overseas  individuals  to  remain  in  the  PPP  after 
their  employment  terminates.  This  will  be  for  compassionate  reasons  and  ' 
the  registrant  will  be  restricted  to  their  stateside  commuting  area. 
(Paragraph  C5) 

c.  Allows  'A'  Program  family  members  a  broader  choice  in  selecting 
their  registering  activity.  (Paragraph  Gla(2)) 

6 .  Chapter  8 

a.  Requires  entry  in  Element  24  to  indicate  availability/non¬ 
availability  for  consideration  by  non-DoD  federal  agencies.  Active 
registrations  should  be  changed  through  file  maintenance.  (Paragraph  B7i) 

b.  Requires  entry  in  Element  25  as  to  whether  registrant  is  currently 
in  the  Excepted  Service.  Active  registrations  should  be  changed  through 
file  maintenance.  (Paragraph  B7j) 

c.  Explains  that  for  consideration  of  the  GS-2091,  Sales  Store 
Clerical,  individuals  must  register  for  the  specific  series  since  it  is  no 
longer  included  with  the  GS-300  for  PPP  purposes.  (Paragraph  B13g(2)(a)) 

d.  Adds  explanation  of  series  not  covered  by  the  WG-01111,  namely. 
Warehouse  Worker,  Motor  Vehicle  Operator,  and  Forklift  Operator  which 
requires  registration  by  specific  series.  (Paragraph  B13g(2)(c)) 

e.  Requires  statement  in  Elements  42  or  43  to  identify  CIPMS 
registrants  whose  eligibility  is  based  on  the  Personnel  Interchange 
Agreement  between  DoD  and  OPM.  (Paragraph  B14) 

f.  Changes  requirements  for  Elements  24  and  25  of  DD  Form  1817. 
(Figure  3-19) 
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7 .  Chapter  10 

a.  Adds  referral  code  "Q*  for  requisitions  requiring  referral  of  bofcfij 
registrants  who  indicated  availability  for  temporary  positions  and  all  *S* 
Program  registrants.  (Paragraph  B4g(5U 

8 .  Appendix  B 

a.  Clarifies  the  conditions  under  which  grade  retention  will  be  given 
when  an  individual  accepts  a  lower  graded  position  as  a  result  of  a 
reduction  in  force  notice.  (Paragraph  A2) 

b.  Changes  the  policy  on  area  of  availability  for  "R‘  Program 
registrants.  (Paragraph  C5) 

9 .  Appendix  D 

a.  Removed  the  option  code  (TEB)  from  the  GS-393  series. 

9.  Nondisplaced  Family  Member  Employees  Matrix 


a.  'A'  Program  allows  family  members  a  broader  choice  in  selecting 
their  registering  activity.  (Matrix,  page  3,  Registration  Procedures) 


Office  of  Personnel  Management 

Federal  Personnel  Manual  System 

FPM  Letter  3is-  27 _ ________ 

SUBJECT:  Personnel  Interchange  Agreement  Covering  Employees 
of  the  Department  of  Defense  Civilian  Intelligence 
Personnel  Management  System 


Heads  of  Departments  and  Independent  Establishments: 


FPM  Letter  315-27 


Published  m  advance 
of  mcofporaiion  in  PPM 
chapter  31S 

RETAIN  UNTO.  SUPERSEDED 


Washington.  D.  C  20415 
May  7,  1990 


i.  OP. VI  and  the  Department  of  Defense  have  established  an  agreement  permitting  movement  between  the 
competitive  civil  service  and  positions  in  the  Civilian  Intelligence  Personnel  Management  System  (C1PMS)  in 
the  military  departments  (Army,  Navy,  and  Air  Force)  filled  under  10  U.S.C.  chapter  81. 

1.  The  interchange  agreement  was  effective  March  9,  1990,  and  will  remain  in  effect  for  3  years  unless  it 
is  renegotiated  before  the  expiration  date.  The  agreement  covers  movement  both  of  current  CIPMS 
employees  and  of  CIPMS  employees  who  are  appointed  noncompetitively  within  1  year  following  an 
involuntary  separation  without  personal  cause.  Agencies  may  consider  CIPMS  employees  for  noncompetitive 
appointment  to  competitive  positions  in  accordance  witn  the  instructions  found  in  section  6-2  of  FPM 
chapter  315.  In  determining  employees'  eligibility  for  noncompetitive  appointment,  all  qualifying  CIPMS 
service  is  creditable,  including  that  rendered  before  the  effective  date  of  this  agreement. 


Constance  Berry  Newman 
Director 


•  U  .  S . COVER NNEMT  PUlNTlNC  OFFICE:  1990  -  260-5  M:00  149 


Inquiries:  Staffing  Policy  Division,  Career  Entry  and  Employee  Development  Group,  (202)  c.06-0818 


CIVILIAN  INTELLIGENCE  PERSONNEL  MANAGEMENT  SYSTEM  (CIPMS) 

Fact  Sheet 

1.  The  Intelligence  Authorization  Act  of  FY  1987  (10  USC  1590)  gave  the 
Secretary  of  Defense  authority  to  establish  an  excepted  personnel 
management  system  for  the  Military  Departments.  0PM  and  DoD  have 
established  a  Personnel  Interchange  Agreement  which  permits  employees 
serving  in  the  Civilian  Intelligence  Personnel  Management  System  in  the 
Military  Departments  to  be  appointed  to  positions  in  the  competitive  civil 
service  and  employees  serving  in  positions  in  the  competitive  civil 
service  to  be  appointed  to  positions  under  CIPMS  in  the  Military 
Departments . 

2.  DoD  1400. 34-M,  DoD  Civilian  Intelligence  Personnel  Management  System 
(CIPMS)  Policies,  dated  August  1989,  contains  uniform  policies  for 
implementing  the  DoD  CIPMS.  DoD  Components  may  obtain  copies  of  this 
manual  through  their  own  publication  channels.  NO  COPIES  ARE  AVAILABLE 
THROUGH  DDSC . 
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AGREEMENT  FOR  THE  MOVEMENT  OF  PERSONNEL 
BETWEEN  THE  CIVIL  SERVICE  SYSTEM  AND 
THE  CIVILIAN  INTELLIGENCE  PERSONNEL  MANAGEMENT  SYSTEM  (CIPMS) 

IN  THE  DEPARTMENT  OF  DEFENSE 


In  accordance  with  the  authority  provided  in  Section  6.7  of 
the  Civil  Service  Rules,  and  pursuant  to  the  following 
agreement  with  the  Department  of  Defense,  employees  serving 
in  the  Civilian  Intelligence  Personnel  Management  System 
(CIPMS)  in  the  Military  Departments  (Army,  Navy,  and  Air 
Force)  may  be  appointed  to  positions  in  the  competitive 
civil  service,  and  employees  serving  in  positions  in  the 
competitive  civil  service  may  be  appointed  to  positions 
under  CIPMS  in  the  Military  Departments,  subject  to  the 
following  conditions: 

1.  Type  of  appointment  held  before  movement. 

To  be  eligible  for  movement  under  this  agreement, 
employees  must  be  currently  serving  under  a  competitive 
career  or  career-conditional  appointment  or  under  a 
CIPMS  appointment  or  have  been  involuntarily  separated 
from  such  appointment  without  personal  cause  within  the 
preceding  year.  CIPMS  employees  must  be  or  have  been 
serving  in  continuing  CIPMS  positions  under  excepted 
appointments  without  time  limits. 

2.  Qualification  requirements. 

CIPMS  employees  must  meet  the  qualification  standards 
and  requirements  for  the  positions  to  which  they  are  to 
be  appointed  in  accordance  with  OPM  established 
regulations  for  transfer  of  employees  within  the 
competitive  service.  Employees  in  the  competitive 
service  must  meet  the  regular  standards  and  requirements 
established  by  the  Military  Departments  for  appointment 
to  CIPMS  positions. 

3.  Length  of  service  requirement. 

CIPMS  employees  must  have  served  continuously  for  at 
least  1  year  in  CIPMS  positions  before  they  may  be 
appointed  to  positions  in  the  competitive  civil  service 
under  the  authority  of  this  agreement.  Employees  in  the 
competitive  civil  service  must  have  completed  the  1-year 
probationary  period  required  in  connection  with  their 
career  or  career-conditional  appointments  in  the 
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competitive  service  before  they  may  be  appointed  to 
CIPMS  positions,  without  serving  a  trial  period,  under 
the  authority  of  this  agreement* 

4.  Selection. 

CIPMS  employees  may  be  considered  for  appointment  to 
positions  in  the  competitive  civil  service  in  the  same 
manner  that  employees  of  the  competitive  service  may  be 
considered  for  transfer  to  such  positions.  Employees  in 
the  competitive  service  may  be  considered  for 
appointment  to  any  CIPMS  position  on  the  basis  of  their 
qualifications. 

5.  Type  of  appointment  granted  after  movement. 

CIPMS  employees  who  are  appointed  to'  competitive 
positions  under  the  terms  of  this  agreement  will  have 
career  or  career-conditional  appointments,  depending 
upon  whether  they  meet  the  3-year  service  requirement 
for  career  tenure.  The  service  which  commences  with  a 
permanent  CIPMS  appointment  will  be  accepted  toward 
meeting  the  competitive  service  requirement.  Employees 
of  the  competitive  service  who  are  appointed  to  CIPMS 
positions  under  the  terms  of  this  agreement  will  receive 
excepted  service  appointments  under  10  U.S.C.  1590. 

6.  Probationary  and  trial  periods. 

Employees  appointed  under  this  agreement,  who  have 
previously  completed  a  probationary  or  trial  period, 
will  not  be  required  to  serve  a  new  probationary  or 
trial  period. 

7.  Status. 

CIPMS  employees  who  are  appointed  in  the  competitive 
civil  service  under  the  terms  of  this  agreement  will 
receive  competitive  civil  service  status.  Thereafter, 
such  employees  will  be  entitled  to  the  benefits  and 
privileges  provided  by  the  Civil  Service  Rules  and  by 
OPM's  regulations  and  instructions  for  persons  having 
competitive  civil  service  status.  Employees  of  the 
competitive  civil  service  who  are  appointed  to  CIPMS 
positions  under  the  terms  of  this  agreement  will  have 
whatever  privileges  are  normally  provided  to  persons  who 
initially  receive  CIPMS  excepted  service  appointments, 
under  10  U.S.C.  1590,  in  those  agencies. 
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Effective  date. 


This  agreement  becomes  effective  30  days  from  the  date 
on  which  it  is  signed  by  both  parties  and  shall  expire, 
unless  renegotiated,  3  years  thereafter.  The  agreement 
may  be  terminated  prior  to  its  expiration  date  30  days 
following  notice  from  the  Department  of  Defense  or  OPM 
and  may  be  modified  at  any  time  with  the  mutual  consent 
of  the  Department  of  Defense  and  OPM. 


NOV  1909 


Constance  Berry  Newman 
Director 

Office  of  Personnel  Management 


(Date) 


DEPARTMENT  OF  DEFENSE 

DATA  SUPPORT  CENTER 
DEFENSE  ELECTRONICS  SUPPLY  CENTER 
DAYTON,  OH  45444-5310 


'befePrto  DDSC  (^s.  Madges/AV  986-5156)  15  May  91 


SUBJECT:  DoD  1400.20-1-M,  Change  1 


TO:  Civilian  Personnel  Officer 

All  DoD  Activities 


1.  The  following  changes  to  the  DoD  Program  for  Stability  of  Civilian 
Employment  Policies,  Procedures  and  Programs  Manual,  DoD  1400.20-1-M, 
dated  September  90,  are  authorized: 

2.  PEN  CHANGES 

a.  Chapter  4,  pg  4-1,  para  A2,  line  2,  add  the  words  ‘and  gradual"  to 
change  the  parenthetical  to  read  '(except  trial  and  gradual  retirement 
annuitants) . * 

b.  Chapter  5,  pg  5-3,  heading  at  top  of  page  should  read  ‘Chap  5, 

Para  All  cont’d)*  and  para  All,  12,  and  13  should  be  renumbered  to  ‘A12, 
13,  and  14.  ‘ 

c.  Appendix  D,  pg  D-3,  remove  TEB  option  code  from  the  GS-393  series. 

3.  PAGE  CHANGES 

Remove  current  pages  2-5,  2-6,  3-1,  3-2,  3-3,  3-4,  3-9  through  3-19,  4-9, 
4-19,  4-13,  4-14,  4-15,  4-16,  5-1,  5-2,  6-1,  6-2,  6-5,  through  6-10,  6-13, 
6-14,  8-3  through  8-10,  8-15,  8-16,  8-29,  8-30,  10-7,  10-8,  B-l,  B-2,  B-3, 
B-4 ,  and  matrix  pages  3  and  4.  Replace  with  attached  new  pages. 

4.  Program  additions  and  deletions  effective  with  this  change  are 
identified  by  a  marginal  asterisk  (») . 

5.  Questions  concerning  this  change  should  be  directed  to  this  office. 

JAMES  D.  FORI NASH 
Chief,  Defense  Data 
Support  Center 
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P.  PAYMENT  OF  TRAVEL  EXPENSES  (Overseas  Activities,  see  Chapter  6) 

■l  .d 

1.  Employees  being  involuntarily  separated  or  demoted  s. 

for  personal  cause),  who  are  in  other  than  a  temporary  sta£M3, 3  tfj.il '  vii 
have  their  transportation  expenses  paid  by  the  releasing  activity 
transferred  or  reassigned  to  a  position  expected  to  continue^  for  fnpt, 
less  than  one  year  at  another  DoD  activity.  Such  payments  will  be 
made  to  the  maximum  extent  permitted  under  the  provisions  of  Jthe  r'Joint 
Travel  Regulations,  Volume  2  except  for  the  use  of  optional  items  such  * 
as  Relocation  Services.  This  shall  include  employees  who  have  been  or 
will  be  affected  by  a  reduction-in-force,  involuntary  furlough  for  six 
months  or  more,  transfer  of  function  or  base  closure,  and  employees 
who  have  been  separated  for  these  reasons  and  are  reemployed  in  DoD 
within  the  period  of  one  year  from  date  of  separation.  Also  included 
are  displaced  DoD  employees  who,  during  their  period  of  registration 
eligibility,  are  recruited  for  and  placed  in  positions  in  the  Federal 
Government  as  a  result  of  an  interrogation"  of  the  DoD  Priority 
Placement  Program  or  other  outplacement  efforts,  under  conditions 
provided  in  paragraph  F2  below,  and  employees  who  transfer  to  a  non- 
DoD  Federal  activity  prior  to  separation  because  of  reduction-in-force 

or  transfer  of  function  or  have  been  separated  for  these  reasons  and 
are  reemployed  within  one  year  of  date  of  separation  in  a  non-DoD 
Federal  Agency  at  a  duty  station  located  within  the  United  States, 
United  Staites  territories  and  possessions,  the  Commonwealth  of  Puerto 
Rico  or  overseas  areas.  The  releasing  DoD  activity,  if  located  within 
the  above  listed  areas,  will  endeavor  to  have  the  non-DoD  activity  pay 
travel  and  transportation  expenses  to  the  new  location;  however,  if 
this  is  not  possible,  the  releasing  DoD  activity  will  pay  the 
expenses. 

2.  Employees  eligible  for  Priority  Placement  Program  registration 
being  involuntarily  separated  (other  than  for  personal  cause)  may  seek 
other  employment  on  their  own  initiative.  When  such  employees  obtain 
positions  within  the  Federal  Government,  they  are  entitled  to  have 
their  transportation  expenses  paid,  provided  they  have  not  previously 
declined  a  valid  position  offer  and: 

a.  The  position  is  in  the  same  DoD  zone  where  employed,  or 
outside  the  zone  if  the  releasing  activity  certifies  that  the  employee 
has  neither  declined  to  accompany  his  function,  nor  can  be  assured  a 
suitable  offer  within  the  zone  and  the  Zone  Coordinator  approves. 
(Employees  obtaining  positions  in  Alaska  or  Hawaii  from  Zone  4  and 
within  Puerto  Rico  from  Zone  2  will  have  their  transportation  expenses 
paid  by  the  releasing  activity  only  if  the  releasing  activity 
certifies  that  a  suitable  offer  cannot  be  assured  within  CONUS  in  the 
respective  Zone.  For  example,  an  employee  who  can  be  assured  a 
suitable  offer  elsewhere  in  Zone  4  would  not  have  transportation  costs 
to  Alaska  or  Hawaii  paid  by  the  releasing  activity  if  such  employment 
was  obtained  on  the  employee's  own  initiative.) 
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(Chap  2,  Para  F2b) 


b.  If  the  position  is  in  a  Federal  Agency  other  than  DoD  and 
is  obtained  prior  to  separation  or  within  one  year  after  separation, 
the  cost  will  be  borne  by  the  releasing  activity  if  the  gaining 
activity  will  not  assume  the  expense.  Cost  of  travel  expense  will  be 
assumed  by  the  releasing  activity  if  the  position  is  in  DoD. 

3.  Office  of  the  Secretary  of  Defense,  Office  of  the  Joint  Chiefs 
of  Staff,  the  Military  Departments  and  Defense  Agencies  will  establish 
procedures  to  remove  any  financing  impediments  to  maximum  employment 
of  all  Defense  employees  affected  by  base  closures,  transfers  of 
functions,  and  other  reductions.  As  required  by  DoD  Directive 
1400.20,  arrangements  will  be  made  to  assure  that  funds  are  set  aside 
and  available  at  the  component  headquarters  or  major  command  level  for 
installations  when  needed  for  the  payment  of  travel  and  transportation 
expenses  for  this  purpose.  Implementing  instructions  issued  by  the 
components  will  advise  field  agencies  that  local  financial  plans  will 
be  increased  to  the  extent  necessary  to  pay  travel  and  transportation 
expenses  incidental  to  hiring  such  employees. 

4.  When  reimbursement  for  temporary  quarters  and  miscellaneous 
expenses  cannot  be  authorized  by  the  losing  activity  under  the  Joint 
Travel  Regulations,  such  costs  are  to  be  borne  by  the  gaining  activity 
when  an  employee  is  placed  into  the  gaining  activity  under  the  PPP 
from  an  overseas  assignment.  This  is  in  accordance  with  JTR,  Vol  2, 
Para  cl052. 

G.  EARLY  RELEASE  OP  EMPLOYEES  IN  BASE  CLOSURES  AND  MAJOR  TRANSFERS  OF 
FUNCTION 

1.  Whether  or  not  formal  placement  efforts  to  assist  affected 
employees  at  activities  being  closed  or  transferred  have  begun, 
vacancy  information  forwarded  from  other  DoD  and  Federal  activities  in 
or  near  the  commuting  area  will  be  disseminated  to  employees. 
Activities  will  not  inhibit  the  recruitment  and  selection  of  employees 
for  other  positions  in  or  near  the  commuting  area  and  employees 
selected  for  such  positions  will  be  promptly  released. 

2.  When  necessary,  employees  released  may  be  replaced  by 
temporary  or  term  appointees,  by  detail  of  personnel  from  other 
activities,  by  temporary  use  of  military  personnel,  or  by  other 
means.  In  appropriate  cases,  action  to  reprogram  for  a  more  rapid 
phase-out  of  the  activity  being  curtailed  or  transferred  may  be 
considered . 
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CHAPTER  3 

PRIORITY  PLACEMENT  PROGRAM 
ELIGIBILITY  AND  REGISTRATION 


A.  GENERAL  POLICY 

1.  The  Priority  Placement  Program  provides  the  primary  method  of 
registration  and  referral  of  DoD  personnel  for  placement  consideration 
at  DoD  activities  within  the  United  States  and  Puerto  Rico,  who  are: 

a.  scheduled  for  involuntary  separation  by  reduction-in¬ 
force  , 

b.  scheduled  for  involuntary  furlough  for  a  period  of  6 
months  or  more, 

c.  scheduled  for  demotion  by  reduction-in-force, 

d.  scheduled  for  separation  due  to  declination  of  functional 
transfer  outside  the  commuting  area  or  whose  positions  have  been 
relocated  outside  the  commuting  area  but  within  the  competitive  area, 
and  who  are  not  on  a  mobility  agreement, 

e.  satisfactorily  completing  a  tour  of  duty  or  equivalent  in 
a  foreign  area,  territory,  possession,  or  in  the  states  of  Alaska  and 
Hawaii . 

For  registration  of  overseas  displaced  and  nondisplaced  employees,  see 
Chapter  6. 

2.  Registration  Eligibility.  The  Priority  Placement  Program  is 
invoked  while  eligibles  are  still  employed.  Displaced  employees  with 
career/career-conditional  status  and  excepted  employees  with  personal 
career/career-conditional  status  or  excepted  Civilian  Intelligence  * 
Personnel  Management  System  (CIPMS)  employees  covered  under  the 
Personnel  Interchange  Agreement  between  DoD  and  OPM  whose  job 
performance  and  conduct  are  satisfactory  under  the  registering 
activity's  performance  evaluation  system  and  who  meet  one  of  the 
following  criteria  may  be  registered: 

a.  Employees  who  are  to  be  adversely  affected  by  RIF  or 
declination  of  functional  transfer.  Such  employees  include  part-time, 
intermittent,  seasonal  or  on  call  employees  with  status  as  described 
above,  as  well  as  employees  scheduled  for  furlough  for  6  months  or 
more . 


b.  Full-time  employees  who  decline  a  part-time  position 
offered  under  RIF  procedures  or  such  employees  who  decline  a  part-time 
position  at  the  losing  activity  following  declination  of  an  out-of¬ 
area  functional  transfer.  Such  employees  being  separated  after 
declining  the  part-time  job  offers  will  have  PPP  registration 
eligibility  just  as  though  the  part-time  work  had  not  been  offered. 
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c.  Employees  receiving  retained  grade  benefits  who  are 
impacted  by  subsequent  Reduction-in-Porce  action,  either  separation  or 
placement  resulting  in  further  retained  grade  benefits,  may  be 
registered  under  the  most  recent  of  these  actions  for  the  highest 
grade  to  which  they  have  retained  grade  entitlement.  The  three  GS 
grade  registration  limitation  will  not  be  applied  to  the  highest 
retained  grade  when  this  limitation  will  prohibit  the  employee  from 
registering  for  current  grade.  (For  example,  an  employee  whose 
retained  grade  is  GS-9  and  who  is  currently  assigned  to  a  GS-5 
position,  may  be  registered  as  the  result  of  a  subsequent  RIF  action 
down  to  and  including  the  GS-5  level,  even  though  it  is  more  than 
three  GS  grades  or  equivalent  below  the  GS-9.)  For  involuntary 
registrants,  the  retained  grade,  the  grade  of  Lhe  current  position  and 
all  intervening  grades  must  be  included.  Registrants  so  affected  will 
have  their  priority  determined  on  the  basis  of  cumulative  grades 
downgraded. 

d.  Employees  who  are  eligible  for  and  take  Discontinued 
Service  Retirement,  as  result  of  RIF  or  declination  of  functional 
transfer  and  who  are  still  interested  in  continued  employment. 
Registration  must  be  effected  prior  to  the  date  of  retirement. 

e.  Employees  eligible  for  Optional  Retirement,  but  who  are 
also  eligible  for  and  elect  to  take  Discontinued  Service  Retirement 
under  the  conditions  cited  above,  provided  they  desire  continued 
employment  within  DoD. 

f.  An  otherwise  eligible  registrant  who  resigns  but  desires 
continued  Federal  employment.  (Release  date,  element  45,  should  be 
one  year  from  resignation  date  if  a  resignation  occurs  prior  to 
scheduled  separation). 

g.  For  other  eligibles,  see  Chapter  6  and  the  Appendices. 

3.  Registration  Eligibility  for  Excepted  Service  Positions. 
Empl oye  e s  occupying  excepted  service  positions  who  do  not  have 
personal  competitive  status  may  register  in  the  PPP  for  excepted 
service  positions.  A  qualifier  must  be  included  in  element  42  or  43 
of  registration  to  show  "Available  for  Excepted  Service  Position 
Only."  Employees  occupying  positions  in  the  Civilian  Intelligence 
Personnel  Management  System  (CIPMS)  are  not  restricted  to  registering 
for  Excepted  Service  positions  only.  However,  a  statement  "Excepted 
Service-CIPMS"  must  be  included  in  element  42  or  43. 

4.  Registration  Ineligibility.  The  following  categories  of 
employees  are  not  eligible  to  register  or,  if  registered,  must  be 
removed  from  the  Priority  Placement  Program: 

a.  Employees  whose  job  performance  is  less  than  fully 
successful  under  the  registering  activity  performance  evaluation 
system  or  whose  performance  becomes  less  than  fully  successful  after 
registration,  regardless  of  the  rating  of  record. 
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(Chap  3,  Para  A4a(l)) 


(1)  An  employee  whose  performance  is  in  question  at  the 
registering  activity  is  considered  to  be  less  than  fully  successful 
for  registration  purposes.  The  employee's  performance  becomes  in 
question  when  the  registering  activity  has  knowledge  that  the 
employee's  current  or  past  performance  directly  and  negatively  impacts 
on  his/her  qualifications,  eligibility  or  suitability  for  registration 
(i.e.  a  nexus  can  be  established  between  the  specific  deficiency  and 
registration  eligibility  as  described  in  paragraphs  Bll  and  B12 
below ) . 


(2)  In  cases  of  recent  less  than  satisfactory 
performance,  the  employee  will  not  be  registered  until  satisfactory 
performance  has  been  subsequently  demonstrated  for  a  reasonable  period 
of  time  (normally  90  days). 

b.  Employees  whose  conduct  is  unacceptable. 

(1)  An  employee's  conduct  is  unacceptable  when  the 
registering  activity  has  knowledge  that  the  employee's  current  or  past 
conduct  has  directly  and  negatively  impacted  his/her  qualifications, 
eligibility  or  suitability  for  registration  (i.e.  determine  that  a 
nexus  exists  between  the  misconduct  and  registration  eligibility). 

(2)  In  cases  of  recent  misconduct  the  employee  will  not 
be  registered  until  acceptable  conduct  has  been  demonstrated  for  a 
reasonable  period  of  time  (based  on  the  nature  of  the  offense),  or  the 
employee's  successful  ad judication,  or  a  favorable  determination  of 
finding  in  a  directly  related  complaint  has  been  made. 

NOTE:  Component,  Regional  and  Zone  Coordinators  are  available  for 
assisting  in  questionable  cases.  Activities  are  encouraged  to 
establish  procedures  for  ensuring  that  an  employee's  performance  and 
conduct  are  acceptable  prior  to  registration.  It  may  also  be  prudent 
in  some  cases  to  obtain  information  from  investigative  bodies,  e.g. 
criminal  investigative  division,  security  police  or  the  inspector 
general's  office.  Regardless  of  the  procedure,  decisions  on 
performance  or  conduct  ineligibility  should  be  made  with  full 
information  and  with  good  judgment.  Violations  of  these  policies  by  a 
registering  activity  may  necessitate  corrective  action,  including,  but 
not  limited  to,  liability  for  all  PCS  costs  to  return  the  registrant 
to  the  former  duty  station  and  other  related  expenses. 

c.  Employees  who  have  applied  for  disability  retirement, 
until  such  retirement  has  been  disapproved. 

d.  Employees  who  are  eligible  for  and  elect  optional 
retirement.  NOTE:  Registrants  who,  after  registration,  elect  any 
form  of  optional  retirement;  apply  for  disability  retirement;  or 
against  whom  an  adverse  action  or  official  notice  of  less  than 
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satisfactory  performance  is  initiated,  will  be  removed  from  the 
Program  by  the  registering  Civilian  Personnel  Office  upon  the 
initiation  of  such  action. 

e.  Reemployed  annuitants  serving  at  the  will  of  the 
appointing  officer. 

f.  Nonappropriated  fund  employees. 

g.  Employees  serving  under  time  limited  appointments,  or 
overseas  limited  appointments  either  of  indefinite  duration  or  limited 
term.  (Note:  An  otherwise  eligible  registrant  who  accepts  a  position 
of  a  time  limited  nature  and  who  has  not  moved  his  or  her  household  in 
connection  with  the  time  limited  position  retains  Priority  Placement 
Program  eligibility). 

h.  Employees  who  accept  part-time  or  temporary  Federal 
employment  outside  the  labor  market  area  of  the  releasing  activity  and 
who  elect  to  have  the  movement  of  household  goods  at  the  expense  of 
the  Federal  Government. 

i.  Excepted  appointees  who  do  not  have  personal 
career/career-conditional  status  unless  currently  occupying  an 
excepted  service  position  and  registering  for  other  excepted  service 

*  positions.  Eligibility  for  CIPMS  employees  contained  in  para  A3 
above. 


j.  Employees  who  are  eligible  for  registration  for  Attorney 
GS-905  positions  only. 

k.  Employees  who  are  temporarily  physically  incapacitated. 
Such  employees  must  have  their  registration  deferred  until  such  time 
as  they  are  available  to  perform  duties  at  the  full  performance  level, 
provided  their  period  of  eligibility  has  not  expired. 

l.  Employees  who  are  eligible  for  and  take  Discontinued 
Service  Retirement,  as  a  result  of  a  Notice  of  Job  Abolishment,  lose 
their  entitlement  for  registration.  NOTE:  Paragraph  A2d  above  allows 
registration  if  the  Discontinued  Service  Retirement  is  due  to  RIF  or 
declination  of  transfer  of  function.  The  employee  must  be  counseled 
as  to  the  difference  between  paragraphs  A2d  and  A41. 

5.  Period  of  Registration  (For  Overseas  Employees  see  Chapter  6 
and  for  Retained  Grade  employees  see  Appendix  b7~ 

a.  Employees  scheduled  for  separation/furlough  will  remain  in 
the  PPP  until  they  are  placed,  decline  a  valid  offer,  are  otherwise 
deleted,  or  for  12  months  after  date  of  separation/furlough,  whichever 
occurs  first.  They  must  be  scheduled  for  separation  because  of: 

(1)  RIF. 
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B.  REGISTERING  ACTIVITY  PROCEDURES 

1.  Displaced  employees  will  be  accorded  maximum  placement 

opportunity.’  'it*: 

2.  An  eligible  employee  is  entitled  to  be  registered  upon  receipt 
of  a  specific  advance  notice.  Registration  may  take  place  prior  to 
receipt  of  a  specific  advance  notice,  at  the  discretion  of  the 
activity  head  or  designee,  when  such  action  is  consistent  with 
mission  requirements.  For  early  registrants,  all  of  the  following 
conditions  must  be  met. 

a.  The  employee  will  be  adversely  affected  by  RIF  or 
declination  of  functional  transfer. 

b.  The  authorized  priority  can  be  determined  (in  the  case  of 
transfer  of  function,  the  employee  must  have  declared  in  writing  an 
intent  to  decline  the  transfer). 

c.  The  timing  does  not  conflict  with  any  established  or 

approved  registration  dates  by  a  higher  headquarters  within  the 
component,  e.g.,  those  contained  in  the  approved  reduction  or 
realignment  plan.  .1? 

ii  i'ssJ : 

d.  Registration  is  extended  to  all  activity  employees 
similarly  affected. 

3.  PPP  registration  is  mandatory  during  the  notice  period  and  for 
one  year  from  separation  for  employees  who  have  entitlement  .to 
severance  pay.  These  actions  usually  stem  from  either  failure  to 
accept  relocation  out  of  the  commuting  area  associated  with  a  transfer 
of  function  or  a  RIF  separation.  Area  of  referral  will  include  the 
registering  activity  and  any  other  activities  within  the  commuting 
area  with  positions  that  match  the  employee's  qualifications. 
Registration  will  be  for  the  full  range  of  skills  for  which  the 
employee  is  qualified  (up  to  five),  and  will  normally  include  >'the 
current  skill.  Such  registrants  are  required  to  register  down  to  and 
including  two  grade  or  pay  levels  below  their  current  grade  ~or.  level 
during  the  specific  notice  period ;  and  prior  to  separation,  (e.gi'ia  *GS- 
9  registrant  will  be  mandatorily  registered  for  GS-9  through-  GS-7 
positions;  a  WG-9  will  be  registered  for  WG-9  through  WG-.7 
positions. )  In  accordance  with  the  Office  of  Personnel  Management 
regulations,  (Federal  Register/Vol.  55,  No.  38)  severance  pay  is 
denied  if  a  person  while  still  employed  refuses  a  "reasonable"  job 
offer  which  is  defined  as  a  job  within  the  employee's  commuting  area, 
at  the  same  tenure  and  work  schedule  and  at  no  lower  than  two  grade  or 
pay  levels  below  the  employee's  current  grade  or  level.  Only  those 
employees  serving  in  supervisory  or  managerial  GM  positions  will  be 
mandatorily  registered  for  supervisory /managerial  level  positions 
respectively. 
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a.  When  a  registrant  agrees  to  be  available  for  a  sufficient 
number  of  activities  outside  his/her  commuting  area  that  use  his/her 
skills  and  which  will  provide  a  reasonable  opportunity  for  placement, 

*  the  requirement  to  register  two  grade  or  pay  levels  below  the  current 
grade  does  not  apply.  Under  these  circumstances,  the  person  becomes 
subject  to  the  provisions  affecting  a  voluntary  registrant.  However, 
if  the  registrant  declines  a  valid  offer  which  does  not  take  away  the 
severance  pay  entitlement,  the  involuntary  registration  provisions 
apply  for  the  remainder  of  the  registration  period  during  which 
expansion  beyond  the  commuting  area  is  not  authorized. 

b.  If  it  is  determined  that  an  activity  does  not  employ  the 
registrant's  skills,  involuntary  registration  should  not  include  that 
activity.  An  employee  will  not  be  involuntarily  registered  if  there 
are  no  activities  within  the  employee's  commuting  area  that  utilize 
the  employee's  skills. 

c.  The  separation  date  for  involuntary  registrations  is  the 
date  the  employee  is  to  be  separated  from  the  activity  rolls.  The 
release  date  will  be  12  months  following  the  date  the  registrant  is  to 
be  separated  from  activity  rolls. 

d.  Involuntary  registrants  may  not  expand  the  area  of 

*  availability  beyond  the  commuting  area  after  the  separation  date 
without  approval  from  the  Zone  Coordinator. 

4.  The  civilian  personnel  office  of  the  registering  activity  will 

determine  which  activities  are  considered  to  be  within  the  employee's 
commuting  area.  Each  determination  will  be  made  on  an  individual 

basis,  based  upon  residence,  availability  and  cost  of  public 
transportatioa,  convenience  and  adequacy  of  highways,  and  travel  time 
required  to  go  to  and  from  work. 

5.  If  problems  are  encountered  in  determining  commuting  area  for 
an  employee  being  involuntarily  registered,  assistance  can  be  obtained 
from  Regional  or  Zone  Coordinators. 

6.  Registration  outside  of  the  employee's  commuting  area  is 

**  voluntary  on  the  part  of  the  employee;  however,  persons  who  are 

registered  only  for  activities  within  the  commuting  area  may  not 

expand  the  area  of  availability  to  activities  outside  the  commuting 

area  after  the  separation  date  without  approval  from  the  Zone 
Coordinator.  All  employees  should  be  counseled  that  all  skills  and 
grade  levels  will  be  referred  to  all  activities  for  which  registered, 
including  activities  which  utilize  the  skills  which  are  determined  to 
be  in  the  employee's  commuting  area.  Civilian  personnel  offices  may 
wish  to  include  a  statement  in  specific  notice  letters  to  advise 
employees  of  this  requirement. 

7.  If  a  registrant  who  does  not  have  severance  pay  entitlement 

*  declines  any  valid  offer,  whether  outside  or  within  the  commuting 
area,  he/she  will  be  removed  from  PPP. 
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8.  Employees  who  are  to  be  demoted  as  the  result  of  RIF  or 

acceptance  of  a  functional  transfer  may  be  registered  in  the  PPP  for 
consideration  at  other  DoD  activities  in  accordance  with  the 

priorities  designated  in  paragraphs  A6  and  A7  above.  The  employee  may 
be  registered  for  the  equivalent  of  three  GS  grade  levels  below 
current  grade  down  to  and  including  that  grade  which  is  immediately 
above  the  grade  to  which  being  assigned.  Example:  An  employee  who  is 
scheduled  for  reduction  from  a  GS-11  to  GS-7  could  be  registered  for 
Grades  GS-8  through  GS-11.  If  no  offer  is  forthcoming  within  the 
employee’s  notice  period,  the  employee  is  to  be  removed  from  the  PPP 

at  the  time  the  assignment  is  effected  to  the  GS-7  position.  If  the 

registrant  declines  to  accept  the  demotion  and  is  separated,  he/she 
retains  the  same  priority,  as  described  in  paragraph  A6  and  A7  above, 
but  will  be  entitled  to  remain  in  the  Program  for  one  year  following 
the  date  of  separation,  unless  placed  or  otherwise  deleted. 

9.  Eligible  employees  will  be  counseled  on  the  PPP,  their 
obligations  under  the  Program,  and  provided  with  information  on  DoD 
activities  within  the  area  established  by  the  civilian  personnel 
office  for  initial  registration. 

a.  Employees  displaced  by  RIF  within  the  United  States  and 
Puerto  Rico  will  normally  be  registered  for  referral  to  a  minimum 
number  of  activities,  within  the  zone,  nearest  the  individual^  duty 
station,  likely  to  provide  an  acceptable  job  opportunity. 
Registration  for  activities  in  an  adjoining  zone  that  are  of  equal 
distance  from  the  employees  duty  station  to  the  farthermost  activity 
selected  in  the  zone  may  be  included  in  the  initial  area  of 
referral.  Under  these  circumstances,  neither  initial  registration 
outside  the  zone  nor  subsequent  expansion  of  the  area  of  referral  will 
require  zone  coordinator  approval.  However,  when  the  registrant's 
area  of  referral  extends  beyond  250  miles  from  the  registrant's  duty 
station  and  into  a  different  zone  then  zone  coordinator  approval  is 
required.  Within  an  area  of  referral,  the  individual  must  normally  be 
willing  to  register  for  all  activities  which  utilize  his/her  skills. 
("All  activities"  means  all  DoD  activities,  unless  the  registrant  * 
elects  to  restrict  his/her  registration  to  a  single  component,  in 
which  case  it  means  all  component  activities  within  the  area  of 
referral).  This  is  done  by  reviewing  the  skills  index  in  DoD  1400.20- 
2-M  to  determine  which  activities  have  equivalent  skills  and 
registering  the  individual  for  these  intervening  activities.  The 
intent  of  this  provision  is  to  avoid  skipping  over  activities  or 
states  and  registering  for  more  distant  activities.  In  identifying 
the  area  of  referral,  good  judgment  must  be  applied  in  satisfying  the 
employees'  ability  to  relocate  and  identifying  activities  likely  to 
provide  the  maximum  opportunities  for  job  placement. 

b.  The  PCS  costs  to  locations  within  this  area  of  referral 
will  be  paid  in  accordance  with  the  Joint  Travel  Regulations,  Volume 
II  when  the  registrant  locates  another  DoD  or  other  Federal  position 
on  his/her  own  initiative. 
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c.  Registration  of  eligible  employees  within  the  United 
States  and  Puerto  Rico  who  decline  functional  transfer/RlF 
reassignment  outside  the  commuting  area  at  their  current  grade,  will 
be  limited  to  registration  for  referral  to  activities  less  distant 
from  the  releasing  activity  than  the  activity  to  which  the  functional 
transfer/RIF  reassignment  was  offered.  If  there  is  adequate  lead 
time,  it  may  be  desirable  to  limit  registration  of  transfer  of 
function/RIF  reassignment  declinees  to  activities  within  the  local 
commuting  area  if  placement  possibilities  exist.  Such  registration 
should  be  for  a  short  period  of  time  (30  days)  before  expanding  the 
area  of  referral  to  areas  involving  PCS  moves. 

d.  The  registering  activity  will  be  included  in  the  area  of 
referral  for  every  displaced  employee  located  in  the  commuting  area  of 
the  servicing  activity. 

e.  When  an  employee  has  a  duty  station  in  a  different  zone 
than  the  registering  activity,  the  employee  may  be  registered  for  re¬ 
ferral  as  stated  in  paragraph  B9a  above. 

10.  The  PPP  provides  the  capability  to  effect  registration  of 
eligible  employees  at  individual  DoD  activities,  or  all  DoD  activities 
within  any  broad  area  -  state (s),  region(s),  or  zone(s).  There  must 
be  a  civilian  personnel  office  determination  that  such  registration  is 
necessary,  and  there  must  be  reasonable  assurance  that  the  employee 
will,  in  fact,  accept  an  offer  at  any  DoD  activity  within  the  broad 
area. 


11.  Employees  may  be  registered  for  up  to  five  skills,  but 
normally  not  more  than  three  occupational  series  for  which  they  fully 
meet  the  appropriate  qualification  standards  and  for  the  highest  grade 
level  which  does  not  exceed  their  current  permanent  grade,  or  their 
retained  grade,  if  appropriate. 

12.  Employees  are  to  be  registered  only  for  positions  for  which 
they  are  sufficiently  well  qualified  to  be  completely  acceptable  in 
such  positions  at  the  registering  activity.  This  will  normally  go 
beyond  X-118  qualification  standards.  As  a  minimum,  employees  are  to 
be  registered  for  their  current  skill.  Exceptions  to  this  require 
approval  of  the  Zone  Coordinator.  Minimum  qualification  standards 
used  for  RIF  assignment  are  not  to  be  used  for  qualification 
determinations  in  the  PPP.  As  a  general  rule,  a  significant  factor  in 
the  selection  of  skills  for  registering  is  recency  of  experience. 
This  factor  will  be  considered  carefully  in  the  skill  registration 
process.  In  order  to  be  "sufficiently  well  qualified,"  as  reflected 
above,  the  registrant  should  be  able  to  satisf actorily  perform  the 
duties  of  typical  positions  in  the  skill  for  which  registered  with 
orientation  only.  Extensive  training  should  not  be  required.  Under 
no  circumstance  will  a  person  be  registered  in  the  Program  for  a  skill 
for  which  that  person  does  not  meet  all  qualifications  and  legal 
requirements,  including  normal  physical  requirements. 
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13.  An  expeditious  method  of  providing  placement  consideration  for 
a  voluntary  registrant  is  tb  initially  register  that  employee  for  the 
current  position  and  grade,  then  later,  ac  d  skills  byfit>£ile 
maintenance. 

14.  Registration  in  the  Program  can  be  effected  for  GS,  WG  and  WL, 
(Grade  15  and  below),  WS  (Grade  19  and  below),  and  special  Wage  Grade 
pay  systems,  e.g.,  WD,  WJ,  WK,  etc.,  with  applicable  grade  levels.  GM 
employees  may  be  registered  for  any  appropriate  pay  system  and  grade, 
and  when  registered  for  GS  jobs,  the  statement  "Available  for  GM 
Position"  must  be  included  in  Element  42  or  43  on  DD  Form  1817  when 
the  registrant  is  available  for  such  positions. 

15.  Employees  may  not  be  registered  at  grade  levels  to  which 
temporarily  promoted. 

16.  Excepted  employees  eligible  for  registration  (see  Para  A2 
above)  may  be  registered  only  for  those  positions  no  higher  than  the 
highest  grade  for  which  they  may  be  reinstated  in  competitive  service 
and  not  to  exceed  current  grade.  Excepted  employees  without  personal 
competitive  status  to  include  CIPMS  employees  may  register  no  higher  * 
than  current  grade.  (For  eligibility  see  A3  above.) 

■  ■■>  t  is-  :  i 

17.  Employees  scheduled  for  separation  who  are  available  for 
temporary  positions  of  one  year  or  less  duration  in  their  commuting 
area  will  be  identified  by  entering  "T"  in  Element  (33),  Displaced 
Employee  Program,  on  the  DD  Form  1817,  PPP  registration. 

18.  Employees  may  not  be  registered  for  more  than  three  acceptable 
GS  grades,  or  the  equivalent,  below  the  level  of  the  position  held  at 
the  time  of  registration.  The  number  of  grade  levels  between  GS  and 
FWS  positions  or  between  special  pay  category  Wage  Grade  positions  and 
other  FWS  positions  will  be  determined  by  formula  in  paragraph  A7b 
:bove.  General  Schedule  employees  may  be  registered  for  those 
acceptable  Wage  Grade  positions  and  grade  levels  for  which  fully 
qualified  and  the  gaining  activity  will  make  the  determination  whether 
an  offer  constitutes  a  promotion  based  on  their  local  wage  schedule. 
Wage  Grade  employees  should  be  registered  only  for  GS  positions  and 
grade  levels  which  have  the  same  or  lower  representative  rate  and  for 
wh’ch  the  employee’s  pay  can  be  fixed  at  a  rate  which  is  the  same  as 
or  lower  than  the  rate  paid  in  the  WG  position  held  at  time  of 
registration.  Promotions  will  not  be  affected  through  the  PPP,  except 
in  the  unusual  circumstances  when  pay  setting  policies  require  that 
the  nature  of  action  be  called  "promotion". 

19.  Employees  available  for  GS  supervisory  positions  will  be 
identified  by  entering  "Available  for  Supervisory  Position"  in  the 
Special  Qualifications  spaces  on  the  DD  Form  1817,  PPP  Registration. 
This  special  statement  is  not  required  for  WG  supervisory  positions 
since  pay  group  WS  (Wage  Supervisor)  identifies  registrants  qualified 
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for  Wage  Grade  supervisory  positions.  Employees  with  entitlement  to 
severance  pay  upon  separation/  serving  in  supervisory  positions  at  the 
beginning  of  the  specific  notice  period,  will  be  registered 
mandatorily  for  supervisory  level  positions. 

20.  Individuals  being  registered  for  GM  or  GS  positions  are  to  be 
registered  under  the  following  guidelines. 

a.  At  the  time  of  PPP  registration,  the  statement  "Available 
for  GM"  will  be  coded  in  the  Special  Quali f ications  spaces  on  DD  Form 
1817  when  the  employee  is  indeed  available  for  GM  positions. 

b.  Employees  scheduled  for  RIF  separation  who  have 
entitlement  to  severance  pay  must  be  registered  in  the  PPP  for  one 
year  from  separation  and  Cor  their  current  pay  group  and  grade 
level.  Involuntary  registrants  are  required  to  register  down  to  and 
including  two  grade  levels  below  their  current  grade  or  level. 
Referral  will  be  made  to  all  activities  in  their  commuting  area  that 
use  their  skills. 

c.  GM  &  GS  employees  who  are  supervisors  at  the  time  of  RIF 
separation  notice  must  be  registered  with  the  "Available  for 
Supervisor"  statement.  The  use  of  the  st  at.; -“nt  "Available  for  GM" 
for  GM  employees  is  likewise  required  .or  .  indatory  registration 
during  the  specific  notice  period.  The  u  e  of  either  of  these 
statements  after  the  separation  date  is  optional  with  the  employee. 

d.  GM  employees  will  be  identified  under  the  GS  pay  group 
designator.  Use  of  GS  only  for  skills  identification  will  allow  for 
entry  of  up  to  five  skills  without  duplication. 

EXAMPLE:  An  eligible  employee  fully  qualified  for  GM-343-14 
and  GS-343-14  will  be  registered  as  GS-343-14.  Under  this  procedure, 
only  one  of  the  five  available  skills  entry  lines  is  used  allowing  for 
entry  of  up  to  four  more  series,  grade,  and  option  designators  for 
each  registrant. 

21.  Registration  for  Special  skill  identifiers.  There  are  three 
broad  skill  identifier  codes  which  may  be  used  to  effect  maximum 
referral  possibilities  for  employees  qualified  for  and  willing  to 
accept  any  one  of  a  wide  range  of  positions  and  grades.  Employees 
should  be  made  aware  of  the  broad  category  of  positions  covered.  These 
identifiers  are  not  to  be  used  in  lieu  of  registration  for  specific 
series,  but  may  be  used  to  afford  maximum  referral  possibilities. 

a .  General  and  Administrative  Support  GS-300,  Grades  1 
through  4.  Registration  procedures  for  employees  who  are  qualified 
and  available  for  occupational  series  covered  by  OPM's  X-118  Clerical 
and  Administrative  Support  Standard  (see  Note  below)  at  grades  GS-1, 
2,  3,  or  4,  are  as  follows:  1)  GS-300  without  an  option  code  will  be 

used  for  employees  who  are  available  for  all  series  covered  by  the 
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standard  that  do  not  require  specific  proficiency  (i.e.  typing,  steno, 
etc).  2)  GS-300  with  an  appropriate  option  code  (i.e.  typing-TYA, 

Stenography-STC,  or  Data  Transcribe r-DAT)  will  be  used  for  employees 
who  are  available  for  all  covered  series  with  the  same  proficiency 
requirements  or  option  codes  (i.e.  GS-300  TYA  should  be  used  for 
employees  available  for  any  occupational  series  covered  by  the 
standard  which  requires  typing  proficiency).  Employees  registered  for 
GS-300  TYA  will  also  be  referred  for  GS-300  without  options.  3) 
Employees  who  do  not  desire  consideration  for  all  series,  but  who  want 
consideration  for  one  or  more  specific  covered  series,  must  be 
registered  for  each  individual  series  on  separate  skill  lines  (include 
option  code  as  applicable).  NOTE:  Series  GS-2091,  Sales  Store 

Clerical  is  not  included  under  the  GS-300  series  for  PPP  purposes.  * 
Therefore,  individuals  qualified  and  available  for  GS-2091  positions 
must  register  for  the  specific  series. 

b.  General  Wage  Grade  -  WG-00000,  Grades  1  through  4. 
Employees  qualified  and  available  for  placement  in  any  non-supervi sory 
positions  WG  -  4  and  below,  excluding  those  requiring  motor  vehicle  or 
sewing  machine  operation,  may  be  registered  for  the  WG-00000  series. 

c.  General  Trades  Helper  -  WG-01111,  Grade  5.  Those 
employees  qualified  as  trades  or  crafts  helper  at  the  WG-5  level  and 
who  are  available  for  any  Trades  Helper  position,  may  be  registered 
for  the  WG-01111  series  in  addition  to  specific  occupational  series. 
Registration  in  the  WG-01111  series  is  limited  to  grade  5  only. 

22.  Employees  (except  those  displaced  employees  who  decline  part- 
time  positions  under  provisions  of  paragraph  A2b  above)  will  not  be 
registered  for  any  grade  at  or  below  that  to  which  RIF  or  reemployment 
rights  assignment  is  available. 

23.  Employees  will  not  be  registered  for  Attorney,  GS-905 
positions  because  of  the  special  procedures  required  for  appointing 
employees  to  these  Excepted  positions. 

24.  Employees  who  have  completed  training  or  development,  or  who 
are  otherwise  fully  trained,  will  not  be  registered  for  referral  into 
trainee  level  vacancies.  For  example,  a  journeyman  will  not  be 
registered  for  referral  back  into  apprenticeship  positions,  or  a 
graduate  of  an  Intern  Program  will  not  be  registered  for  referral  back 
into  the  trainee  position.  Employees  may  be  registered  at  the  same  or 
lower  grade  level  in  other  skills  for  which  they  fully  qualify  for 
continued  training,  and  must  be  identified  with  option  code  TRA. 
Advanced  trainees  may  be  registered  for  permanent  level  positions  at 
their  current  grade  level  or  below  for  which  they  are  fully  qualified 
as  a  separate  skill  line  entry  without  the  TRA  option. 

25.  All  data  required  for  cr  -ji  s  tra  tion  in  the  PPP  must  be  coded  on 
DD  Form  1817.  The  form  is  to  be  signed  by  the  registrant  and  the 
registering  civilian  personnel  official  and  promptly  forwarded  to  DDSC 
for  computer  processing.  When  an  employee  is  at  a  location  remote 
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from  the  registering  activity  causing  a  delay  in  obtaining  a  signature 
for  registration,  the  employee's  signature  may  be  omitted,  and  a  note 
to  this  effect  entered  on  the  registration. 

26.  Each  registering  activity  will  establish  a  30-60  day  time- 
phased  plan  for  review  of  each  registration,  depending  upon  the 
potential  period  of  registration.  When  a  registrant  fails  to  receive 
an  offer  within  the  period  of  time  set,  and  it  appears  unlikely  an 
offer  will  be  received,  the  registrant  will  be  counseled  on  the 
various  possibilities  of  increasing  placement  opportunities. 

a.  Employees  registered  prior  to  receipt  of  a  specific  RIF 
separation  notice  must,  upon  receipt  of  such  notice,  have  file 
maintenance  submitted  to  involuntarily  add  the  appropriate  skills  and 
activities  considered  to  be  within  their  commuting  area,  unless 
already  contained  in  the  Program  resume. 

b.  Skills,  lowest  acceptable  grade  levels  and  areas  of 
referral  may  be  revised  by  the  registering  civilian  personnel  office, 
with  the  registrant's  concurrence,  to  improve  placement 
opportunities.  For  expansion  of  area  of  referral  beyond  coverage  of 
Chapter  3,  paragraph  B9,  Zone  or  Component  Coordinator  approval,  as 
appropriate,  must  be  obtained.  When  such  authority  is  obtained,  PD 
Form  1817,  Registration,  and  DD  Form  1819,  File  Maintenance,  are  to  be 
annotated  to  advise  DDSC  that  the  expanded  area  of  referral  has  been  { 
authorized  by  the  Coordinator.  Changes  in  areas  of  referral  will  be 
confined  to  the  minimum  areas  necessary  to  assure  placement. 

c.  Civilian  Personnel  Officials  will  obtain  initials  of 
employees  on  file  maintenance  forms  when  employees  are  available, 
otherwise  they  should  assure  the  employees  are  aware  of  changes  made. 

27.  The  releasing  activity  will  assure  that  the  registrant  meets 
all  reasonable  and  realistic  selective  factors  as  well  as  knowledges, 
skills  and  abilities  required  for  any  position  under  consideration 
and,  if  fully  qualified,  immediately  communicate  the  offer  to  the 
registrant.  The  registrant  must  advise  the  registering  activity 
Civilian  Personnel  Office  of  the  acceptance  or  declination  not  later 
than  the  day  following  receipt  of  the  offer.  The  releasing  activity 
must  seek  clarification  of  any  tentative  job  offer  received  for  which 
selective  or  special  requirements  are  not  clear  or  are  inadequate  for 
a  good  qualification  determination. 

28.  The  registering  activity  civilian  personnel  office  will 
determine  the  validity  of  offers  and  report  all  declinations  of  a 
valid  offer  to  DDSC.  A  valid  offer  is  defined  as  an  offer  from  a  DoD 
activity  for  which  the  employee  is  registered,  of  a  continuing 
position  and  grade  level,  which  parallels  or  exceeds  the  working  hours 
of  the  position  of  the  registrant.  In  addition,  if  the  registrant 
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indicated  availability  for  a  non  DoD  federal  agency  (entered  a  "Y"  in 
element  2 4  of  registration),  a  valid  offer  from  a  non-DoD  federal 
agency  is  defined  as  one  for  which  the  employee  is  registered,  *of  a 
continuing  position  and  grade  level,  which  meets  the  same  conditions 
as  those  for  which  the  employee  is  registering  (including  payment  of 
travel  and  transportation  expenses)  and  parallels  or  exceeds  the 
working  hours  of  the  position  of  the  registrant.  If  the  registering 
activity  determines  that  the  position  offered  does  not  constitute  a 
valid  offer,  no  declination  will  be  reported  to  DDSC  and, 
consequently,  the  registrant  will  remain  in  the  Program. 
Requisitioning  activity  should  use  Report  Action  26,  not  code  15.  The 
following  are  some  examples  of  valid  and  invalid  offers: 

a.  An  offer,  which  in  the  opinion  of  the  registering  activity 
constitutes  an  unreasonable  difference  in  working  conditions,  such  as, 
excessive  travel,  hazardous  work,  exceptional  physical  requirements, 
or  emergency  essential  positions  are  instances  in  which  the 
registering  activity  may  determine  that  an  offer  is  not  valid. 

b.  An  offer  at  a  location  remote  from  the  gaining  activity 

will  not  be  considered  a  valid  offer  when  the  registrant's  area  of 
referral  was  not  intended  to  include  the  remote  site.  ns*  - 

c.  An  offer  of  a  position  identified  as  having  return 
obligation  is  not  a  valid  offer. 

d.  An  offer  of  a  position  at  an  activity  identified  as  a 
candidate  for  closure,  major  curtailment  or  relocation  will  be 
determined  as  valid  or  invalid,  under  guidance  of  paragraph  J13,  page 
2-12. 

e.  An  offer  of  a  position  in  a  function  under  study  for 
possible  contracting  out  will  be  made  to  the  registrant.  The 
registrant  will  be  fully  informed  of  the  possible  contracting  out. 
The  offer  will  be  considered  valid  and  the  necessary  report  action 
will  be  submitted  to  DDSC.  The  offer  will  be  considered  not  valid  if 
declined  when  a  PCS  movement  is  required. 

f.  The  offer  of  a  position  requiring  mandatory  purchase  of 
hand  tools  requiring  a  substantial  monetary  investment  by  the 
registrant  will  not  constitute  a  valid  offer  if  such  a  purchase 
represents  a  requirement  over  and  above  that  in  the  registrant's 
current  position. 

g.  An  offer  of  a  temporary  position  of  one  year  or  less 
duration  is  not  considered  a  valid  offer  and  neither  acceptance  nor 
declination  of  the  offer  will  delete  the  individual  from  the  PrP. 
However,  an  employee  will  receive  only  one  offer  of  temporary 
employment.  If  he/she  declines,  the  "T"  must  be  removed  from  element 
33  by  File  Maintenance. 
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h.  An  offer  of  a  temporary  or  term  position  expected  to  last 
longer  than  one  year  is  not  considered  a  valid  offer  if  declined  by 
the  registrant.  If  after  being  advised  of  its  duration,  the 
registrant  accepts  the  offer,  he/she  will  be  deleted  from  the  PPP  as  a 
valid  placement. 

i.  An  offer  of  a  position  with  a  single  option  code  to  an 
individual  registered  for  a  position  in  the  same  series  with  dual 
option  codes,  one  of  which  matches  the  vacancy,  will  be  considered  a 
valid  offer  if  declined  by  the  registrant. 

j.  An  offer  of  a  position  requiring  execution  of  a  mobility 
agreement  will  not  be  considered  a  valid  offer  if  the  employee  is  not 
currently  serving  under  a  mobility  agreement  and  the  declination  is 
based  on  the  employee's  refusal  to  sign  a  mobility  agreement. 

k.  An  offer  of  an  excepted  position  to  a  registrant  who 
currently  holds  or  last  held  an  excepted  appointment,  will  be 
considered  a  valid  offer  and  declination  will  result  in  the  employee 
being  deleted  from  the  Program.  However,  the  employee  who  did  not 
hold  an  excepted  appointment  at  the  time  of  registration  will  be 
advised  of  the  excepted  nature  of  the  vacancy  and  if  the  offer  is 
declined,  it  will  not  be  considered  a  valid  offer  or  reported  to  DDSC 
as  such. 


l.  An  offer  of  a  supervisory  level  position  will  be 
considered  a  valid  offer  if  the  registrant  is  qualified  and  available 
for  such  a  position,  or  if  the  offered  position  is  a  match  for  an 
employee  registered  on  a  mandatory  basis  as  a  supervisor  during  the 
specific  notice  period. 

m.  An  offer  of  a  full-time  continuing  position  to  a  permanent 
part-time,  seasonal,  intermittent  or  on  call  employee  is  considered  a 
valid  offer  and  declination  of  the  offer  will  serve  to  delete  the 
individual  from  the  Program  unless  the  person  has  restricted 
availability  to  the  same  type  of  part-time,  seasonal,  intermittent,  or 
on-call  appointment  held  at  the  time  registration  eligibility  was 
established.  Such  registration  is  limited  to  the  commuting  area. 

n.  An  offer  of  a  specific  GS-200  Civilian  Personnel 
Specialist  position  or  GS-800  Professional  Engineer  position  for  which 
a  registrant  is  referred  because  of  availability  for  a  GS-201  or  801 
position  with  the  matching  option  (as  listed  in  Appendix  D),  is  a 
valid  offer. 

o.  An  offer  of  a  GS-1,  2,  3,  or  4  position,  which  is 
classified  in  any  series  covered  by  X-118  Clerical  and  Administrative 
Support  Standard,  to  an  individual  registered  for  the  GS-300  series  is 
a  valid  offer  when  the  grade  level  and  option  codes,  if  any,  of  the 
position  match  those  of  the  registrant.  (GS-2091,  Sales  Store 
Clerical,  is  not  included  with  the  GS-300,  for  PPP  purposes,  and 
therefore  is  not  a  valid  offer  un.less  registered  for  the  specific 
series . ) 
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p.  An  offer  of  any  position,  which  has  been  identified  as  a 
testing  designation  position  for  random  drug  testing  by  the  Head  of  a 
Component  under  the  provisions  of  DoD  Directive  1010.9,  23  August 
1988,  is  a  valid  offer  for  PPP  purposes  and  unless  other  factors 
dictate  differently,  the  declination  of  such  a  position  will  serve  to 
delete  the  registrant  from  the  PPP. 

29.  An  otherwise  eligible  employee  may  voluntarily  accept 
temporary  Federal  employment  which  does  not  require  movement  of 
household,  pending  a  permanent  placement,  and  still  continue 
registration  in  the  Program. 

30.  Registrants  who  accept  or  decline  a  part-time,  intermittent, 
seasonal  or  on  call  continuing  position  of  which  the  number  of  hours 
of  work  are  essentially  the  same  as  that  of  the  position  held  at  the 
time  of  registration  eligibility  will  be  deleted  from  the  program. 
Registrants  occupying  full-time  permanent  positions  when  registered 
may  decline  offers  of  part-time,  intermittent,  seasonal  or  on  call 
positions  and  remain  in  the  Program.  However,  registrants  occupying 
full-time  permanent  positions  when  registered  and  who  accept  offers  of 
part-time,  intermittent,  seasonal,  or  on  call  positions  will  be 
deleted  from  the  Program.  These  offers  will  only  be  made  to 
registrants  in  the  commuting  area. 

(  31.  An  offer  of  a  position  will  not  be  made  if  such  placement 
V  would  constitute  a  promotion  as  defined  in  FPM  Chapter  335. 

32.  The  releasing  activity  will  immediately  notify  DDSC  of  all 
placements,  declinations  or  changes  in  employee's  status  (death, 
retirement,  resignation,  change  in  release  date,  etc.).  Changes  which 
make  the  registrant  unavailable  for  placement  will  serve  to  remove  the 
registrant  from  the  Program. 

33.  All  registrants  will  be  counseled  at  the  time  of  separation, 
of  the  requirement  to  keep  the  civilian  personnel  office  advised  of 
current  address  and  telephone  number  where  they  can  be  reached  to 
receive  offers  and  to  advise  the  civilian  personnel  office  if,  for  any 
reason,  they  are  not  available  for  employment.  Employees  who  fail  to 
keep  the  registering  civilian  personnel  office  informed  of  their 
whereabouts  will  be  removed  from  the  Program.  The  registering 
activity  will  be  responsible  for  maintaining  employee  registrations  on 
a  current  basis  by  promptly  submitting  appropriate  file  maintenance  to 
DDSC. 


34.  The  registering  activity  will  normally  release  employees 
within  two  weeks  after  positions  are  accepted,  or  in  no  case,  later 
than  30  days,  without  mutual  agreement  between  the  releasing  and 
gaining  activities.  The  normal  period  for  an  employee  to  report  from 
an  overseas  activity  to  CONUS  is  45  days,  maximum. 
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j.  The  CPO  may  effect  the  change  of  an  employee  from  part- 
time,  intermittent,  seasonal,  or  on  call  to  a  full-time  schedule  on 
the  position  of  record. 

k.  The  CPO  may  affect  the  conversion  to  Career-Conditional 
Appointment  of  Schedule  B,  PAC  appointees  within  reach  on  the  ROPM 
register  of  eligibles  or  under  any  other  OPM  authorized  procedure. 
The  position  in  which  the  employee  is  converted  must  be  of  the  type 
for  which  the  person  is  being  trained  and  located  in  an  organization 
serviced  by  the  CPO. 

l.  Grievance  or  EEO  decisions  through  either  negotiated  or 
administrative  procedures  which  may  have  the  approval  of  the 
appropriate  local  authority  and  which  may  result  in  placement  of  a 
grievant  or  complainant  and  appellate  decisions  which  mandate 
placement  of  a  complainant  may  be  accomplished  as  exceptions  to  the 
Stopper  List. 


m.  The  CPO  may  effect  the  promotion  of  an  employee  through 
competitive  procedures  when  an  incumbered  position  has  been  upgraded 
as  a  result  of  planned  management  action  and  the  addition  of  another 
person  to  the  organization  in  which  the  job  is  located  would  result  in 
someone's  being  adversely  affected  by  RIF. 

n.  Reassignments  and  changes  to  lower  grade,  within  the 
component,  made  for  formal  development/training  purposes,  as  provided 
by  FPM  Chapter  410,  are  excepted  from  the  Stopper  List.  (This  does 
not  include  entry  level  type  positions  as  provided  for  in  paragraph 
A13  above.  ) 

o.  A  detail  of  120  days  or  less  may  be  excepted  from  Priority 
1  and  2  restrictions,  unless  the  position  is  a  true  vacancy.  If  it  is 
a  true  vacancy,  a  detail  can  be  effected  only  if  the  activity  is 
simultaneously  recruiting  to  fill  the  position  on  a  continuing  basis 
and  the  Stopper  is  cleared  for  the  continuing  position  throughout  the 
recruitment  cycle. 

p.  A  CPO  may  promote  an  employee  whose  position  is.  .upgraded 
without  significant  change  in  duties  and  responsibilities  due  to 
issuance  of  a  new  classification  standard,  or  a  position  change 
permitted  by  reduction  in  force  procedures,  provided  the  same  employee 
whose  position  is  affected  is  placed  in  the  new  position.  These 
actions  must  be  consistent  with  FPM  335,  l-5b(l)  and  (2). 

q.  A  Nonappropriated  Fund  (NAF)  employee  who  is  converted  to 
appropriated  fund  status  in  the  same  job  (i.e.,  "same  desk"  and  work 
unit)  may  be  converted  without  regard  to  PPP  restrictions.  This  PPP 
exception  does  not  apply  when  an  employee  is  moved  from  a  NAF  job  to  a 
different  appropriated  fund  job. 

r.  Persons  who  are  returning  from  Bureau  of  Employee 
Compensation  (BEC)  rolls  to  a  position  at  a  grade  no  higher  than  that 
held  at  the  time  of  BEC  eligibility. 
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2.  The  Zone  Coordinator  or  the  Regional  Coordinator,  under 
delegated  authority,  may  approve  other  promotions,  reassignments,  and 
changes  that  are  in  keeping  with  the  spirit  and  intent  of  the  PPP  and 
which  are  not  provided  for  elsewhere.  Zone  Coordinators  will 
delineate  the  types  of  situations  which  may  be  submitted  for 
consideration  under  this  provision.  When  an  exception  is  requested,  a 
requisition  is  not  to  be  submitted  to  DDSC  unless  the  exception  is 
denied . 

C.  STOPPER  LIST 


1.  The  Stopper  List  is  a  computerized  product  prepared  by  DDSC 
every  two  weeks  and  received  by  DoD  Civilian  Personnel  Offices  through 
the  Bulletin  Board  System  (BBS)  or  by  mail.  Those  activities  with  BBS 
connectivity  must  retrieve  the  Stopper  from  BBS  no  later  than  close  of 
business  on  the  Monday  following  the  Wednesday  night  in  which  the 
stopper  cycle  was  processed.  DDSC  mails  the  hard  copy  of  the  Stopper 
the  Thursday  following  the  Wednesday  night  cycle.  In  either  case,  the 
Stopper  list  becomes  effective  upon  receipt  whether  received  by  BBS  or 
mail  and  remains  in  effect  until  a  subsequent  Stopper  is  received. 
The  Stopper  List  reflects  positions  by  Pay  Group,  Series,  Title, 
Option  Code(s),  if  any.  Grade  and  Priority  of  personnel  registered  in 
the  Priority  Placement  Program  who  have  selected  the  activity  serviced 
by  the  CPO.  The  first  page  contains  the  four  digit  activity  code  and 
address  of  the  activity.  The  second  and  succeeding  pages  reflect 
skills  of  registrants.  Each  CPO  will  also  receive  a  separate  Stopper 
List  for  each  serviced  activity  located  outside  the  commuting  area 
with  approximately  50  full  time  continuing  positions  to  which  an 
activity  code  is  assigned.  The  Stopper  List  is  intended  for  use 
within  the  civilian  personnel  office  and  not  normally  for  use  outside 
the  civilian  personnel  office.  The  Stopper  List  will  be  matched  in 
accordance  with  instructions  contained  in  this  chapter.  A  Vacancy 
Requisition  will  be  completed  and  the  data  submitted  (by  BBS,  if 
connected,  or  by  electronic  secretary)  to  the  Defense  Data  Support 
Center  when  a  match  occurs  and  when  required  by  priority  designation. 

2.  Additional  registrants  may  be  reflected  on  succeeding  Stopper 
Lists  as  a  result  of  file  maintenance  of  registrant  skills  and/or  area 
of  referral  and  new  registrants  entering  the  Program.  To  assist 
activities  in  decreasing  delays  caused  by  unnecessary  Vacancy 
Requisitions  in  those  instances  when  only  previously  considered 
registrants  are  available,  each  Stopper  List  forwarded  to  an  activity 
will  reflect  the  total  number  of  available  registrants  (including 
registrants  whose  skills  or  area  of  referral  have  been  file 
maintained)  and  the  number  of  new  registrants  entering  the  Program 
since  issuance  of  the  previous  Stopper  List.  A  later  Stopper  List 
need  not  be  applied  when  resumes  have  been  received  and  exhausted 
unless  the  subsequent  Stopper  List  reflects  the  addition  of  new 
registrants  on  the  second  line  for  the  skills  since  the  preceding 
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f . 

activity: 


The  following  is  an  example  of  a  Stopper  List  for  a  Hawaii 


PAY  OPTION  GRADE/NBR  OF  REGISTRANTS  AVAILABLE 

GRP  SERIES  CODES 


Personnel  Management/Employee  Rels/Staf f ing 

GS  201  EM C/STB  11/01*# 

Electronics  Mechanic 

WG  2604  10/01* 

Pipefitter  Supervisor 

WS  4204  12/01 

01 

Figure  4-2  STOPPER  LIST  FOR  HAWAIT  ACTIVITY 


In  the  example  of  a  Stopper  List  for  a  Hawaii  activity,  the  following 
skills,  grades  and  priorities  are  affected: 

(1)  Personnel  Management,  GS-201-11,  Employee  Relations  Option 
and  Staffing  Option,  Priority  1  or  2  (as  indicated  by  *)  who  *Ls  either 
currently  employed  in  Hawaii,  last  resided  in  Hawaii  or  rhas  return 
rights  to  Hawaii  (as  indicated  by  #  Code).  This  registrant  appeared 
on  the  previous  Stopper  List. 

(2)  Electronics  Mechanic,  WG-2604-10.  This  registrant  is  a 
Priority  1  or  2  and  did  appear  on  the  previous  Stopper  List.  This 
registrant  is  not  employed  in  Hawaii,  did  not  last  reside  in  Hawaii 
and  does  not  have  return  rights  to  Hawaii. 

(3)  Pipefitter  Supervisor,  WS-4204-12.  This  registrant  is  a 
Priority  3  and  did  not  appear  on  the  previous  Stopper  List.  This 
registrant  is  not  employed  in  Hawaii,  did  not  last  reside  in  Hawaii 
and  does  not  have  return  rights  to  Hawaii. 

D.  PROCEDURES 

1.  When  a  Priority  1  or  2  entry  appears  on  a  Stopper  List,  the 
activity  may  not  fill  a  matching  position  by  competitive  or 
noncompetitive  action,  except  as  provided  herein.  This  restriction 
applies  even  when  the  activity  is  prohibited  from  increasing  on-board 
strength.  In  such  cases,  the  activity  must  either  obtain  authority 
from  within  the  component  to  make  an  offer  or  refer  the  matter  to  the 
Zone  Coordinator. 
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o .  Under  no  circumstances  shall  a  position  be  changed  as  to  series 
or  grade ,  canceled  or  fill  action  be  delayed  for  the  purpose  o[ 
avoiding  making  an  offer  to  a  PPP  registrant.  Changes,  cancellations, 
or  delays  will  be  subject  to  investigation  and  corrective  action  by 
Zone  and  Regional  Coordinators. 

3.  For  positions  at  grades  1,  2,  3,  or  4,  with  occupational  series 
covered  by  OPM's  X-118  Clerical  and  Administrative  Support  Standard, 
the  following  procedures  apply: 

a.  Any  GS-300,  without  an  option  code,  indicates  a  registrant 
available  for  any  position  covered  by  the  standard  which  does  not 
require  specific  proficiency.  Examples:  GS-350-4  Duplicating 
Equipment  Operator,  GS-503-4  Accounting  Clerk  and  GS-1531-4 
Statistical  Clerk  positions  which  do  not  require  specific  proficiency 
all  match  a  GS-300-4  without  an  option  code.  However,  you  always 
requisition  for  the  specific  series  and  the' computer  matches  the  GS- 
300  series. 

b.  Any  GS-300  with  an  option  code  (Typing-TYA,  Stenography- 
STC,  and  Data  Transcriber-DAT)  indicates  a  registrant  available  for 
any  covered  position  that  has  the  same  proficiency  requirements  or 
option  code.  NOTE:  GS-322-4  Clerk  typist,  GS-318-4  Secretary 
(Typing ) ,  and  GS-305-4  Mail  and  File  Clerk  (Typing),  positions  all 
match  GS-300-4  (Typing).  If  either  the  specif ic  series  or  GS-300  with 
appropriate  options  appear  on  the  stopper,  requisitions  will  be 
submitted  for  the  specific  series  and  the  computer  will  automatical ly 
match  both  the  specific  series  and  the  GS-300  series  with  appropriate 
option. 

c.  The  GS-2091,  Sales  Store  Clerical,  is  not  included  under 
the  GS-300  series,  for  PPP  purposes;  therefore,  in  matching  the 
Stopper  for  GS-2091  positions,  match  only  the  specific  series  and  do 
not  match  against  the  GS-300  series. 

d.  Additionally,  individuals  registered  for  skills  with  the 
typing  option  ( TYA )  will  automatically  be  referred  for  the  same 
position  not  requiring  the  typing  option.  This  procedure  is  true  only 
for  positions  involving  the  typing  option. 

4.  For  positions  in  the  GS-2XX,  Civilian  Personnel  Specialist  and 
GS  260,  Equal  Employment  Opportunity  Specialist  and  the  GS-8XX, 
Professional  Engineer  series,  option  codes  are  used  to  describe 
specific  series.  For  example,  STB  (staffing)  describes  the  GS-212 
series,  and  CIB  (civil)  describes  the  GS-810  series.  (See  Appendix  D 
for  other  option  codes  in  these  series).  For  any  vacancies  in  the  2XX 
or  8XX  specific  series,  the  Stopper  List  must  be  reviewed  for  a 
matching  skill  (the  specific  series  and/or  the  "generalist"  series, 
i.e.  GS-201  or  GS-801,  with  a  corresponding  option  code)  and  if  a 
match  occurs  in  either  instance,  a  vacancy  requisition  must  be 
submitted  for  the  specific  series  only.  The  computer  will  auto¬ 
matically  search  for  both  and  provide  matching  resumes,  and  offers 
will  be  made  in  priority  order. 
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Example:  If  a  GS-212-12,  Staffing  Specialist  position  is  vacant  and 

there  is  no  GS-212-12  match  on  the  appropriate  Stopper  List  but  there 
is  a  GS-201-12  entry  with  the  STB  and  CLA  options,  a  requisition 
against  the  GS-212-12  position  is  required. 

5.  Any  WG-00000,  grade  1,  2,  3,  or  4  skill  appearing  on  the 

Stopper  List  indicates  a  registrant  available  for  any  WG-1  through  4 
position  not  requiring  the  operation  of  a  motor  vehicle  or  sewing 
machine.  Activities  will  match  such  WG-1,  2,  3  and  4  positions 
against  the  Stopper  List  simultaneously  for  the  specific  series  and 
the  WG-00000  entry  at  the  appropriate  grade.  If  either  the  WG-00000 
or  the  specific  series  appears  on  the  Stopper  List,  a  requisition  will 
be  submitted  for  the  specific  series  and  the  computer  will  refer 
automatically  the  registrants  from  both  sources.  Resumes  for  the 
specific  series  and  the  WG-00000  will,  upon  receipt,  be  merged  in 
priority  order  and  registrants  made  an  offer  in  accordance  with  normal 
priority  procedures. 

6.  Any  WG-0 1111-5  skill  appearing  on  the  Stopper  List  indicates  a 
registrant  available  for  any  Trades  Helper  position.  Activities  will 
match  Trades  Helper,  WG-5,  positions  against  the  Stopper  List 
simultaneously  for  the  specific  series  and  the  WG-01111  entry..  If 
either  the  WG-01111  or  the  specific  series  appears  on*  the  Stopper 
List,  a  requisition  will  be  submitted  for  the  specific  series  and  the 
computer  will  refer  automatically  the  registrants  from  both  sources.  ^ 
Resumes  for  the  specific  series  and  the  WG-01111  will,  upon  receipt,  * 
be  merged  in  priority  order  and  registrants  made  an  offer  in 
accordance  with  normal  priority  procedures. 

7.  When  matching  GM  positions  against  the  Stopper  List,  the 
series,  grade,  and  option,  if  any,  will  be  matched  against  those 
entries  under  the  GS  pay  system.  When  a  match  occurs,  a  requisition 
must  be  submitted  to  DDSC  and  an  offer  made  to  those  registrants  whose 
resumes  reflect  availability  for  GM  positions  in  the  space  for 
"Special  Qualifications." 

8.  General  Schedule  supervisory  positions  will  be  matched  against 
the  Stopper  List  entries  having  the  same  grade,  series,  and  option 
code(s),  if  any.  When  a  match  occurs,  a  requisition  must  be  submitted 
to  DDSC  and  an  offer  made  to  those  registrants  whose  resume  reflects 
availability  for  supervisory  positions  in  the  space  for  "Special 
Qualifications."  However,  offers  for  second  and  higher  level 
supervisory  positions  are  not  required  unless  the  registrant  has 
previously  successfully  held  a  supervisory  position.  This  does  not 
prohibit  the  offering  of  such  positions  if  the  gaining  activity 
wishes.  Registrants  scheduled  for  separation  whose  current  position 
is  supervisory,  as  identified  in  their  current  position  title,  must  be 
made  an  offer  during  the  specific  notice  period  even  though  "Special 
Qualif ications"  may  not  reflect  such  availability. 
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9.  Option  codes  will  be  matched  as  follows: 

a.  Positions  with  one  option  code  will  be  matched  against  the 
Stopper  List  entries  having  that  option  code  alone  and  those  entries 
that  have  two  option  codes,  one  of  which  is  the  same  as  that  of  the 
position.  For  example,  a  position  of  Firefighter,  GS-081-5 ,  with 
a"Structural"  option,  will  be  matched  against  a  Stopper  List  entry  for 
GS-081-5  (STE  Structural).  If  no  match  occurs,  the  vacancy  will  be 
matched  to  GS-081-05  entries  reflecting  the  STE  option  in  combination 
with  any  other  option,  such  as  STE-Structural  and  AIG-Airf ield .  A 
requisition  is  to  be  submitted  when  the  single  option  skill  matches 
any  Stopper  List  entry  of  the  same  pay  group,  series,  grade  and 
option,  if  required  by  the  Priority  designations  shown. 

b.  Positions  with  two  option  codes  will  be  matched  against 
the  Stopper  List  entries  having  both  option  codes.  A  match  occurs 
only  when  the  two  option  codes  in  the  Stopper  List  entry  match 
precisely  those  of  the  position. 

c.  Positions  with  more  than  two  option  codes  and  positions 
with  options  other  than  those  in  Appendix  D  to  this  manual  will  be 
matched  against  stopper  list  entries  having  no  option  codes.  When 
there  is  a  series  and  grade  match  and  resumes  are  referred,  but  there 
is  an  apparent  mismatch  of  skills,  the  gaining  CPO  should  contact  the 
appropriate  Zone  Coordinator  to  determine  whether  an  offer  is 
required.  If  a  skills  mismatch  is  not  apparent,  or  the  Zone 
Coordinator  directs,  the  gaining  and  registering  CPOs  will  discuss  the 
requirements  of  the  position  and  the  qualifications  of  the 
registrant (s )  and  determine  whether  an  offer  is  required. 

d.  If  your  vacancy  does  not  require  typing  but  there  is  a 
registrant  for  the  same  series/grade  on  the  Stopper  List  with  the 
typing  option,  you  have  a  match.  (Example:  An  activity  has  a  vacancy 
for  a  GS-204-04  position  (not  requiring  the  typing  option)  and  the 
stopper  contains  a  GS-204-04  (TYA)  and/or  GS-300-04  (TYA).  This  is  a 
match  and  you  should  requisition  for  GS-204-04.  The  computer  will 
automatically  search/match  those  that  are  registered  with  the  typing 
option.  This  procedure  applies  with  positions  involving  the  typing 
option  only. 

10.  In  order  to  assure  uniformity  of  consideration  for  displaced 
employees  within  the  commuting  area,  the  PPP  will  be  utilized.  Manual 
referral  procedures  are  not  authorized.  Activities  may  consider  non- 
PPP  registered  persons  only  when  authorized  by  other  provisions  of 
this  manual  or  by  special  permission  from  the  Zone  Coordinator. 

11.  Non  BBS  using  civilian  personnel  offices  servicing  positions 
at  noncoded  remote  locations  outside  their  commuting  area  which  are 
not  covered  by  their  Stopper  List  will  submit  requisitions  to  DDSC  in 
accordance  with  Chapter  10,  paragraph  B4.  Requisitions  under  this 
procedure  will  be  submitted  immediately  after  the  position  becomes 
susceptible  to  the  Stopper  List  and  every  4  weeks  thereafter  until 
other  appropriate  action  removes  the,^position  from  consideration. 
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CHAPTER  5 

PRIORITY  PLACEMENT  PROGRAM 
JOB  OPPERS 


MAKING  JOB  OFFERS 

1.  Offers  to  PPP  registrants  are  to  be  made  by  a  representative 

the  gaining  activity  Civilian  Personnel  Office  to  a  representative 
the  releasing  activity  Civilian  Personnel  Office.  No  representa¬ 
tive  of  the  gaining  activity  will  contact  a  registrant  directly, 
unless  the  Zone  Coordinator  has  approved  such  direct  contact.  Any 
selective  or  special  requirement,  including  knowledges,  skills  and 
abilities  needed  to  satisfactorily  perform  the  duties  of  a  position 
being  offered  will  be  clearly  and  thoroughly  communicated  to  the 
releasing  activity  so  that  proper  qualifications  determinations  may  be 
made.  In  order  to  be  considered  sufficiently  well  qualified,  the 

registrant  should  be  able  to  satisfactorily  'perform  the  duties  of 
typical  positions  in  the  skill  for  which  registered  with  orientation 
only.  Supervisors  and  other  subject  matter  experts  may  be  consulted 
by  CPOs  for  guidance  in  order  to  resolve  qualification  issues. 

2.  The  priority  and  information  contained  in  .jresumes  will  be  used 
to  determine  to  whom  an  offer  will  be  made  first.  Only  in  rare 
situations  should  additional  information  be  required.  Any  additional 
information  needed  will  be  obtained  by  telephone  from  activities 
within  CONUS  and  by  electrical  message  from , ,  activities  outside 
CONUS.  Such  additional  information  may  be  obtained  through  the  use  of 
a  Standard  Form  171  or  similar  document  when  the  position  to  be  filled 
is  at  the  GS-12  or  higher  grade  level.  In  addition,  Official 
Personnel  Folders  may  be  obtained  and  reviewed  for  those  registrants 
referred  for  GS/GM-14  and  15  positions. 

3.  As  indicated  in  the  preceding  paragraph,  offers  to  GS/GM-14 
and  15  registrants  may  not  be '  consummated  as  quickly  as  those  for 
other  grades.  Accordingly,  when  -placement  consideration  is  underway 
at  grades  GS/GM7I4  or  15  and  a  subsequent  offer  for  a  lower  grade  is 
received  by  the  registering  activity,  the  lower,  grade  offer  will  be 
held  in  abeyance  pending  resolution  of  the  GS/GM-14  or  15  offer.  In 
such  cases  the  appropriate  Component  Coordinator. :  will  be  advised  so 
that  prompt  action  can  be  taken  to  preclude  any  undue  delay  in 
determining  which  offer  is  appropriate. 

4.  An  offer  is  not  to  be  made  if  such  placement  would  result  in  a 
prohibited  promotion. 

5.  In  accordance  with  current  regulatory  requirements,  an  offer  * 
must  be  in  writing  when  declination  of  such  would  result  in  loss  of 
severance  pay. 
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6.  The  gaining  activity  CPO  will  immediately  contact  the 
registering  activity  CPO  by  telephone  (if  necessary,  by  electrical 
message  to  activities  outside  CONUS)  and  make  an  offer  consistent  with 
priorities.  CONUS  activities  making  offers  to  overseas  registrants 
will  send  an  information  copy  of  messages  to  the  Overseas  Regional 
Coordinator.  Offers  will  be  made  to: 

a.  Priority  1  registrants  before  Priority  2. 

b.  Priority  2  registrants  before  Priority  3. 

7.  Basic  priority  levels  shall  be  consistent  across  component 
lines.  Within  assigned  priorities,  components  may  determine  the  order 
of  job  offers  after  considering  such  factors  as  registrant 
qualifications,  geographic  area,  owning  component  and  costs. 

8.  Activities  in  CONUS  making  offers  to 'registrants  from  overseas 
activities  will  include  in  the  electrical  message:  (See  page  5-6  for 
sample  message ) 

a.  The  fund  citation  for  miscellaneous  expense  allowances  and 
temporary  quarters  subsistence  expenses. 

b.  The  gaining  activity  code. 

C.  The  location  of  the  position  if  remote  from  the  activity. 

d.  Any  special  qualifications  that  must  be  met. 

e.  Any  other  information  pertinent  to  the  job,  such  as  it 
being  obligated,  located  at  an  activity  under  study  for  closure,  or  in 
the  Excepted  Service,  etc. 

f.  Indicate  a  desired  reporting  date,  in  accordance  with 
Chapter  3*  paragraph  B34  for  the  registrant  to  report  for  work. 

9.  Offers  will  be  made  until  vacancies  are  filled,  referred 
resumes  are  exhausted,  or  offers  are  not  required  by  reason  of  the 
registrants'  priorities.  A  referred  resume  that  is  a  valid  match 
against  a  position,  remains  in  effect  until  a  personnel  action  is 
completed  for  the  position,  even  if  the  registration  period  for  the 
registrant  has  expired. 

10.  When  registrants  are  referred  to  an  activity  for  more  than  one 
position  at  different  grade  levels,  the  offer  will  be  made  for  the 
highest  grade. 

11.  Offers  to  PPP  registrants  will  not  be  unduly  delayed  or  denied 
because  the  required  personnel  security  investigation  has  not  been 
completed.  When  such  investigation  is  required,  it  will  be  completed 


5-2 


DoD  1400. 20-1-M 
Chg  1,  1  May  91 


CHAPTER  6 

PRIORITY  PLACEMENT  PROGRAM 
POLICY  FOR  OVERSEAS  ACTIVITIES 


A.  GENERAL  POLICY 

1.  Except  as  modified  by  this  Chapter,  the  policies  and 
procedures  contained  in  this  manual  also  apply  to  overseas  employees. 

2.  Displaced  and  nondisplaced  DoD  overseas  employees  may  be 
registered  in  the  PPP  for  placement  referral  to  other  DoD 
activities.  The  conditions  and  special  policies  regarding  the 
registration  of  both  categories  of  employees  follow. 

3.  Overseas  employees  evacuated  or  to  be  evacuated  for  military 
or  other  reasons  which  create  imminent  danger  to  life,  may  be 
registered  for  placement  assistance  under  the  PPP  upon  prior  approval 
of  the  Office  of  the  Assistant  Secretary  of  Defense  (Force  Management 
and  Personnel  (OASD(FM&P) ) .  The  appropriate  priority  for  such 
registration  will  be  determined  at  the  time  the  approval  is  granted. 

B.  DISPLACED  OVERSEAS  EMPLOYEES  -  Those  employees  who  are  scheduled 
for  involuntary  separation  or  demotion  by  RIF  or  who  decline  a 
functional  transfer  outside  the  commuting  area. 

1.  Registration  Eligibility.  Displaced  overseas  DoD  career/ 
career-conditional  employees  and  DoD  Excepted  Service  employees  with 
personal  career/career-conditional  status  or  excepted  Civilian 
Intelligence  Personnel  Management  System  (CIPMS)  employees  who  are 
covered  by  the  Personnel  Interchange  Agreement  between  DoD  and  OPM  are  * 
eligible  for  registration,  provided  they  are  scheduled  for  involuntary 
separation  or  demotion  by  RIF  or  they  decline  functional  transfer 
outside  the  commuting  area. 

2,  Registration  (Duration  and  Condition) 

a.  Displaced  overseas  employees  scheduled  for  separation  will 
remain  in  the  PPP  until  placed,  declination  of  a  valid  offer,  exercise 
of  return  rights,  otherwise  deleted,  or  for  12  months  after  date  of 
separation,  whichever  occurs  first. 

b.  An  employee  scheduled  for  demotion  under  RIF  will  remain 
in  the  Program  until  placed,  declination  of  a  valid  offer,  exercise  of 
return  rights,  otherwise  deleted,  or  the  effective  date  of  the 
position  change,  whichever  occurs  first.  A  registrant  who  is 
scheduled  for  demotion  who  declines  the  demotion  and  is  separated,  may 
continue  in  the  Program  (in  the  existing  Priority)  for  12  months  after 
separation,  unless  otherwise  deleted. 


6-1 


DoD  1400. 20-1-M 


(Chap  6,  Para  B2c) 

c.  Displaced  overseas  employees  without  return  rights  at 
current  or  higher  grade,  who  return  to  the  United  States  after 
separation  without  a  placement  offer,  will  have  overseas  activities 
deleted  from  their  area  of  referral  by  the  registering  activity. 
Their  registration  will  be  continued  for  up  to  1  year  following  their 
separation  dates  for  locations  in  the  United  States  and  Puerto  Rico. 

d.  Displaced  overseas  employees  remaining  in  the  overseas 
area  after  separation  will  remain  in  the  PPP  for  up  to  1  year 
following  separation.  They  must,  however,  be  deleted  from  the  Program 
for  specific  overseas  activities  when  insufficient  time  within  the  5 
year  limitation  would  remain  to  complete  a  full  renewal  tour. 

e.  Displaced  overseas  registrants,  who  exercise  return 
rights,  are  to  be  deleted  from  the  PPP  with  Registering  Activity 
Report  Action  Code  11. 

3.  Assignment  of  Priorities 

a.  Displaced  overseas  employees  will  be  assigned  referral 
priorities  in  accordance  with  the  severity  of  the  proposed  action.  If 
such  employees  can  still  complete  a  tour,  i.e.  a  specific  renewal 
tour,  they  can  be  registered  for  intratheater  referral  or  CONUS 
referral,  but  not  both.  If  such  employees  cannot  complete  a  tour, 
i.e.  a  specific  renewal  tour,  they  can  only  be  registered  for  CONUS 
referral  to  activities  within  the  zone  from  which  they  came  or  a  zone 
closer  to  the  overseas  area. 


b.  Basis  for  Registration  Eligibility 


(1)  RIF  Separatee  without  an  offer  of  continued 

employment. 

(2)  Transfer  of  Function  Declinee. 

(3)  DIF  Demotee  of  two  or  more  GS  grades  or 

equivalent. 

(4)  RIF  Demotee  less  than  two  GS  grades  or 

equivalent. 


Priority 

1 

2 

2 

3 


NOTE  1.  An  overseas  displaced  employee  who  is  demoted  less  than  two 
GS  grades  as  a  result  of  RIF  and  declines  the  demotion,  his/her 
priority  will  be  converted,  by  the  computer,  to  a  priority  2  during 
the  notice  period. 


NOTE  2.  An  overseas  displaced  employee  may  register  for  either 
referral  to  the  United  States  and  Puerto  Rico  or  to  Intra-theater,  but 
not  both. 
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(a)  Nearest  DoD  civilian  personnel  office  of  the 
same  component  in  the  vicinity  of  the  returning  employee's  stateside 
home  of  record. 


(b)  The  largest  DoD  activity  nearest  to  or  in  the 
vicinity  of  the  home  of  record,  if  a  component  activity  is  not  in  the 
vicinity. 


(2)  Just  prior  to  employee's  return,  the  overseas 
civilian  personnel  office  will  advise  DDSC,  via  message,  of  the 
selected  activity  and  proposed  date  servicing  should  take  effect.  At 
the  same  time,  provide  file  maintenance  to  change  home  address  to  the 
stateside  home  of  record.  When  the  employee  has  returned  to  the 
United  States,  the  overseas  civilian  personnel  office  will  transfer 
the  Official  Personnel  Folder  to  the  selected  servicing  stateside 
activity. 


(3)  The  overseas  civilian  personnel  office  will  advise 
the  selected  stateside  activity  of  the  departure  of  the  employee  from 
the  overseas  area.  The  overseas  activity  will  counsel  registrants  of 
their  responsibility  to  contact  the  stateside  activity  upon  arrival 
and  verify  the  address  and  telephone  number  where  they  may  be  reached 
when  a  placement  offer  is  tendered. 

(4)  The  stateside  activity  will  have  the  responsibility 
for  submitting  file  maintenance  to  keep  registration  data  current, 
relaying  the  placement  offer  to  the  registrant,  and  for  submitting  any 
appropriate  report  action. 

b.  When  a  transfer  of  function  occurs  at  the  employee's 
overseas  location  resulting  in  a  physical  move  to  another  location  in 
the  United  States  or  overseas,  the  employee  must  accept  transfer  of 
function  or  may  exercise  return  rights  or  may  register  in  the  PPP. 
Registration  is  limited  to  activities  located  nearer  to  the  overseas 
duty  location,  within  the  theater,  than  the  activity  to  which  the 
employee  has  transfer-of-f unction  rights.  If  otherwise  eligible  for 
return-to-residence  transportation,  the  employee  may  be  provided  such 
transportation  instead  of  accepting  the  position  offered  under  a 
functional  transfer.  The  question  of  whether  the  employee  has 
completed  the  required  tour  of  duty  does  not  apply. 

c.  Displaced  employees  overseas  accepting  placement  offers  at 
another  overseas  location  must  sign  an  agreement  with  the  gaining 
activity  to  serve  a  minimum  of  one  full  renewal  tour  (Appendix  H,  page 
H-2 ) .  If,  at  the  time  of  selection,  the  registrant  is  eligible  for 
and  desires  renewal  agreement  travel,  such  travel  will  be  granted  by 
the  releasing  activity  prior  to  the  effective  date  of  the  placement. 
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d.  Displaced  employees  who  are  being  placed  with  another 
component  overseas,  e.g.,  Army  to  Air  Force,  will  retain  any  return 
rights  to  which  entitled. 

C.  NONDISPLACED  OVERSEAS  EMPLOYEES  -  Those  employees  who  complete  at 
least  a  one  year  tour  overseas. 

1.  Eligibility 

a.  Nondisplaced  overseas  DoD  career/career-conditional 
employees  and  DoD  Excepted  Service  employees  with  personal 
career/career-conditional  status  or  excepted  Civilian  Intelligence 
Personnel  Management  System  (CIPMS)  employees  who  are  covered  by  the 
Personnel  Interchange  Agreement  between  DoD  and  OPM  who  are  not 
serving  under  an  obligation  to  return  to  the  United  States,  or  who  are 
satisfactorily  completing  a  tour  of  duty  in  a  foreign  area  or  a  U.  S. 
territory  or  possession,  are  registered  at  their  option  in  the  PPP. 
Eligibility  and  time  of  registration  are  determined  on  the  basis  of 
length  of  overseas  tour  including  authorized  extensions,  proximity  of 
the  registrant's  tour  to  the  five  year  limitation  and  the  period 
allowed  for  program  consideration.  Assuring  timely  registration  is 
the  responsibility  of  the  registering  activity.  Employee  must  be 
available  for  registration  within  seven  work  days  after  notification 
that  the  tour  is  not  being  extended  or  be  subject  to  separation  if  no 
return  rights  exist,  or  if  return  rights  exist,  administrative  action 
to  exercise  return  rights  will  commence  and  DoD/PPP  registration 
eligibility  will  be  forfeited.  Under  no  circumstance  will  the  time  of 
registration  be  manipulated  to  allow  personal  job  shopping  at  one  or  a 
few  activities  (such  as  Hawaii  only)  where  the  opportunity  for 
placement  is  slight,  nor  to  allow  for  a  single  activity  registration 
that  is  calculated  to  coincide  with  an  anticipated,  specific 
vacancy.  Registration  guidelines  are  provided  in  paragraph  2  below. 

b.  Registration  of  nondisplaced  employees  with  return  rights 
to  the  same  or  higher  grade  requires  prior  approval  of  the  Component 
Coordinator. 

2.  Registration  (Condition  and  Duration) 

a.  Nondisplaced  overseas  employees  completing  a  one-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  two  months 
before  the  end  of  the  tour. 
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b.  Nondisplaced  overseas  employees  completing  one  two-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  four  months 
before  the  end  of  the  tour.  Employees  completing  a  two-year  renewal 
agreement  travel  extension,  after  completion  of  an  initial  two-year 
tour,  may  register  six  months  prior  to  the  end  of  the  extension. 

c.  Nondisplaced  overseas  employees  completing  one  three-year 
tour,  but  not  within  six  months  of  the  five-year  limitation,  at  the 
employees'  option,  will  be  registered  no  earlier  than  six  months 
before  the  end  of  the  tour.  Employees  completing  a  two-year  renewal 
agreement  travel  extension,  after  completion  of  an  initial  three-year 
tour,  may  register  six  months  prior  to  the  end  of  the  extension. 

d.  Nondisplaced  overseas  DoD  career/career-conditional 
employees  and  DoD  Excepted  Service  employees  with  personal 
career/career-conditional  status  or  CIPMS  employees  who  are  covered  by 
the  Personnel  Interchange  Agreement  between  DoD  and  OPM  who  are  not  * 
serving  under  an  obligation  to  return  to  the  United  States  may  be 
registered  at  any  time  under  the  guidelines  of  paragraph  4d  below. 

e.  Nondisplaced  overseas  employees  with  return  rights  to  a 
lower  grade  are  eligible  to  remain  in  the  Program  until  placed, 
declination  of  a  valid  offer,  renewal  of  their  agreement,  exercise  of 
their  return  rights,  or  directed  return,  whichever  occurs  first. 

f.  Nondisplaced  overseas  employees  without  return  rights, 
completing  an  overseas  tour,  are  eligible  to  remain  in  the  Program 
until  placed,  declination  of  a  valid  offer,  renewal  of  their 
agreement,  or  directed  return,  whichever  occurs  first. 

g.  Nondisplaced  overseas  employees  who  are  not  serving  under 
a  return  transportation  agreement  are  eligible  to  register  when 
completing  one  standard  tour  at  their  overseas  location.  Registration 
will  be  accomplished  under  the  guidelines  of  C2a,  b  and  c  above. 
Earlier  registration  will  not  be  permitted. 

h.  Nondisplaced  overseas  employees  who  cancel  their 
registration  prior  to  placement  may  not  be  re-registered  without 
Component  Coordinator  approval. 

i.  Nondisplaced  overseas  registrants  who  exercise  return 
rights  are  to  be  deleted  from  the  PPP  30  days  prior  to  the  established 
date  of  their  departure  from  the  overseas  area. 

j.  Nondisplaced  employees  must  be  deleted  from  the  program  if 
their  overseas  tours  are  extended. 
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3.  Assignment  of  Priorities 

a.  Nondisplaced  overseas  employees,  regardless  of  return 
obligation  or  number  of  tours,  will  be  registered  as  priority  2  for 
referral  within  component.  Such  registrants  will  be  Priority  3  for 
referral  to  all  other  DoD  components.  (For  eligible  employees  whose 
stateside  position  is  abolished,  see  below.) 

b.  Basis  for  Registration  Eligibility  (Priority  2) 

(1)  Any  eligible  employee  completing  one  or  more  overseas 
tours,  except  eligible  family  members  and  employees  whose  stateside 
position  is  abolished  and  their  return  would  initiate  a  RTF 
(separation/demotion).  (Priority  two  (2)  for  component  only,  employee 
will  be  referred  as  a  priority  three  (3)  to  other  components.) 

(2)  Employee  completing  one  or  more  overseas  tours  whose 
stateside  position  is  abolished  and  return  would  initiate  RIF 
(separation/demotion).  (Employee  will  be  referred  as  a  priority  two 
(2)  to  all  components.)  An  A  will  be  entered  in  element  (48)  on  DD 
Form  1817  if  the  stateside  position  has  been  abolished. 

(3)  Employee  in  Alaska  and  Hawaii  serving  under  an 
employment  agreement.  (May  be  registered  for  component  only.) 

NOTE  1.  An  employee  with  return  rights  at  present  or  higher  grade 
requires  Component  Coordinator  approval  to  register  and  referral  is  ( 
limited  to  own  component. 

NOTE  2.  The  separation  date  (element  44)  and  release  date  (element 
45)  will  be  left  blank  for  all  nondisplaced  registrations  (except  for 
the  Overseas  Family  Member  Employee). 

4.  Authorized  Area  of  Referral 


a.  Nondisplaced  employees  will  normally  be  registered  for 
referral  to  the  minimum  number  of  activities  likely  to  provide  a  job 
opportunity  within  the  zone  from  which  recruited,  last  resided 
preceding  overseas  service,  or  within  a  Zone  closer  to  the  overseas 
activity  but  no  further  than  the  stateside  location  from  which 
recruited  or  last  resided  unless  approved  by  the  Component  Coordinator 
for  component  activities  only.  Component  Coordinators  may  authorize 
an  expanded  area  of  referral  in  the  United  States  and  Puerto  Rico. 
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b.  A  nondisplaced  employee,  whose  home  of  record  is  Guam  and 
who  completes  an  overseas  tour,  is  eligible  for  PPP  registration  to 
Guam  and  the  CONUS  Zone  nearest  to  the  present  foreign  area  assignment 
location. 


c.  A  nondisplaced  employee  whose  home  of  record  is  in  the 
United  States,  with  transportation  agreement  to  the  United  States  and 
who  went  from  Guam  to  another  overseas  tour,  has  registration 
eligibility  to  the  United  States  only. 

d.  Nondisplaced  overseas  employees  under  no  obligation  to 

return  to  the  United  States  may  be  registered  in  the  Program  for 
individual  DoD  activities  or  broader  area,  as  required  by  component 
regulations,  and  are  to  be  registered  with  no  separation/release 
dates.  However,  such  employees  who  decline  a  valid  offer  will  be 
removed  from  the  Program.  They  will  be  ineligible  to  reregister  for  a 
period  of  12  months,  unless  subsequently  adversely  affected  by  RIF  or 
transfer  of  function.  A  second  declination  will  result  in 

ineligibility  for  further  registration,  unless  approved  by  the  Zone 
Coordinator.  Under  no  circumstance  will  these  nondisplaced  overseas 
employees  be  permitted  to  register  in  the  Program  if  they  are  not 
available  for  placement. 

e.  Nondisplaced  employees  may  not  be  registered  for  referral 
to  foreign  areas. 

f.  Nondisplaced  employees  serving  under  rotation  agreement  in 

Alaska  or  Hawaii  may  be  registered  for  placement  consideration  in  the 
CONUS,  within  component  only.  NOTE:  Local  hire  nondisplaced 

residents  of  Hawaii,  Alaska,  Guam,  Puerto  Rico,  and  other  U.  S. 
territories  are  not  eligible  for  registration. 

g.  Any  nondisplaced  overseas  employee  who  has  return  rights 
at  present  or  higher  grade  to  a  position  which  has  not  been  abolished 
may  be  registered  for  placement  consideration  at  activities  within 
component  only  if  the  Component  Coordinator  determines  that,  because 
of  unusual  circumstances,  an  effort  should  be  made  to  place  the 
employee  in  a  position  other  than  the  one  to  which  return  rights 
exist. 


5.  Special  Policy  Regarding  Nondisplaced  Overseas  Employees 

a.  Unless  otherwise  covered  in  preceding  paragraphs, 
nondisplaced  overseas  registrants  are  deleted  from  the  Program  at  the 
time  their  employment  terminates.  Exceptions  for  continued  stateside 
registration  for  compassionate  reasons  may  be  authorized  by  component  * 
coordinators  for  the  registrants  commuting  area  only. 
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b.  Nondisplaced  overseas  employees  with  re  ;urn  rights  at 
lower  than  current  grade  may  be  registered  in  the  Program  (subject  to 
the  prohibition  against  registering  for  more  than  three  grades  below 
current  grade)  for  grades  down  to  but  not  including  the  grade  to  which 
return  rights  apply. 

c.  The  registration  of  nondisplaced  overseas  employees 
serving  under  a  5-year  limitation  may  be  continued  beyond  6  months 
after  the  5-year  limitation  date,  or  authorized  extension,  but  only  if 
the  registration  is  amended  to  include  an  expanded  area,  up  to  CONUS- 
wide,  that  is  likely  to  provide  placement  opportunity.  An  employee 
unwilling  to  expand  registration  as  determined  by  component  policy, 
may  be  expected  to  exercise  return  rights,  if  applicable,  or  may  be 
subject  to  separation. 

d.  A  nondisplaced  employee  may  not  register  in  the  PPP  for  6 
months  following  a  permanent  promotion,  except  when  the  promotion 
resulted  from  the  application  of  new  or  revised  position 
classification  standards  or  the  correction  of  a  classification 
error.  A  current  registrant  who  is  promoted,  other  than  on  a 
temporary  basis,  will  be  deleted  from  the  PPP. 

e.  Nondisplaced  overseas  employees  completing  one  or  more 
tours  and  the  positions  to  which  they  have  return  rights  are  abolished 
and  their  return  would  initiate  a  RIF,  resulting  in  a  separation  or 
demotion  at  the  stateside  activity  where  return  rights  exist,  have  the 
following  options: 

(1)  Priority  2  registration  across  component  lines  at  the 
current  grade  or  the  grade  to  which  return  rights  exist,  whichever  is 
higher;  or 

(2)  Exercise  return  rights. 

NOTE:  Registration  under  this  provision  is  subject  to  the  same  time 
constraints  set  forth  in  paragraph  C  2  a  through  c  above  and  the 
limitation  set  forth  in  Chapter  3,  paragraph  B  8  to  three  GS  grades  or 
equivalent  below  the  highest  grade. 

f.  Eligible  DoD  nondisplaced  employees  of  the  DoD  Dependents 
School  System,  Joint  and  Unified  Commands,  and  International 
Organizations  have  the  option  of  registering  in  the  PPP  as  employees 
of  the  servicing  component  (Army,  Navy  or  Air  Force)  or  under 
component  code  D  for  other  DoD  activities,  as  indicated  in  Appendix 
C.  Once  the  employee  has  exercised  this  option,  he  or  she  cannot 
later  file  maintain  or,  in  effect,  change  the  component  designation. 
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6.  In  Guam,  vacancies  will  be  filled  by  locally  available 
qualified  United  States  citizens  without  regard  to  Stopper  List 
referrals,  except  when  the  following  are  also  available: 

a.  Displaced  PPP  registrants  of  activities  in  Guam,  or 

b.  Displaced  PPP  registrants  in  any  theater  whose  home  of 
record  is  Guam,  or  who  last  resided  in  Guam. 

c.  Any  nondisplaced  overseas  returnees  whose  home  of  record 

is  Guam. 

P.  PAYMENT  OF  TRANSPORTATION  EXPENSES  FOR  OVERSEAS  REGISTRANTS 

1.  Payment  of  transportation  and  moving  expenses  of  registrants 
placed  in  overseas  areas  will  be  in  accordance  with  Chapter  1,  Volume 
2,  of  the  Joint  Travel  Regulations. 

2.  When  a  registrant  is  placed  within  a  Defense  component,  e.g., 
between  Army  activities,  the  releasing  activity  will  pay  necessary 
costs  incident  to  the  registrant's  move. 

3.  When  a  registrant  is  placed  in  a  different  component  within 
foreign  areas,  e.g.,  from  an  Army  activity  to  a  Navy  activity,"  the 
gaining  activity  will  pay  necessary  costs  incident  to  the  registrant's 
move.  (Gaining  activities  must  pay,  such  costs  because  of  the 
statutory  limitation  in  5  US  Code,  Chapter  57,  Section  aS724(e), 
relating  to  transfers  between  components.)  In  placements  to  non- 
foreign  areas,  the  losing  activities  will  pay  necessary  costs. 

4.  A  displaced  employee,  not  serving  under  a  transportation 
agreement,  who  is  placed  through  the  PPP  in  a  position  within  the 
overseas  theater  involving  relocation  is  eligible  for  a  transportation 
agreement,  and  thereby  entitled  to  return  travel  to  the  United  States, 
and  transportation  and  other  related  allowances. 

5.  When  reimbursement  for  temporary  quarters  and  miscellaneous 
expenses  cannot  be  authorized  by  the  losing  activity  under  the  Joint 
Travel  Regulations,  such  costs  are  to  be  oorne  by  the  gaining  activity 
when  an  employee  is  placed  with  the  gaining,  activity  under  the  PPP 
from  an  overseas  assignment.  (Reference  JTR,  Volume  II,  Paragraph 
C1052.) 
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G.  NOND ISPIACED  OVERSEAS  FAMILY  MEMBER  BIPLOYEES  / 

1.  Eligibil ity .  Nondi.5p.aced  employees  in  Alaska  and  Hawaii  and 
outside  the  United  States  serving  with  career/career-conditional 
status,  former  employees  with  personal  competitive  status  who  were 
employed  during  their  current  overseas  tour  within  ninety  days  prior 
to  their  return  to  the  United  States,  and  nondisplaced  excepted 
employees  with  personal  career/career-conditional  status  or 
nondisplaced  excepted  Civilian  Intelligence  Personnel  Management 
System  (CIPMS)  employees  who  are  covered  by  the  Personnel  Interchange 
Agreement  between  DoD  and  0PM,  who  are  family  members  of  DoD  personnel 
or  Panama  Canal  Commission  personnel,  may  be  registered  for  placement 
in  the  United  States.  Conditions  under  which  registration  is 

authorized  are  that  the  sponsor  has  received  official  notification 
that:  he/she  is  receiving  another  active  duty  assignment  in  the  U. 

S.;  he/she  is  receiving  another  assignment  to  another  overseas 
location  where  family  members  are  not  permitted;  he/she  is  being 
involuntarily  separated  from  his/her  overseas  post  of  duty  through  no 
fault  of  his/her  own;  he/she  is  retiring  or  being  otherwise  separated; 
he/she  is  being  evacuated  from  the  overseas  area.  Family  members  who 
become  their  own  sponsor  or  subject  to  an  overseas  employment  rotation 
agreement,  who  are  eligible  for  PPP  registration,  may  be  registered  in 
the  PPP  using  the  standard  criteria. 

NOTE:  Family  members  of  Panama  Canal  Commission  personnel  will  be 

treated  the  same  as  family  members  of  DoD  personnel  even  though  it 
would  appear  they  have  registration  eligibility  in  their  own  right.  j 

\ 

a.  The  overseas  civilian  personnel  office  will  complete  the 
DD  Form  1817,  Registration,  using  a  United  States  activity  as  the 
selected  servicing  CPO.  The  activity  will  be  selected  using  the 
following  criteria: 

(1)  The  A-coded  CPO  where  the  sponsor  is  reassigned. 

(2)  An  A-coded  activity,  regardless  of  component,  in  the 
commuting  area  which  is  the  spouses's  primary  choice  of  employment. 

(3)  The  largest  servicing  DoD  activity  in  the  vicinity  of 
the  newly  assigned  location  of  sponsor,  or  home  of  record. 

b.  In  the  Special  Qualifications  spaces,  enter  the  overseas 
activity  code  followed  by  "Overseas  Family  Member." 

c.  The  high  grade  for  any  skill  cannot  exceed  the 
registrant's  current  grade  level. 
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f .  TELEPHONE  NUMBER  AND  EXTENSION  -  Elements  (09)  and  (10) 
Enter  the  registrant 1 s  telephone  number.  Include  Area  Code  and 
extension,  if  applicable.  If  overseas,  start  at  first  box  after 
element  number  and  continue  right. 

6.  ITEM  4  -  CURRENT  OR  LAST  FEDERAL  EMPLOYMENT  -  Elements  (11)  to 
(15)-  Enter  data  applicable  to  current  permanent  or  la=t  permanent 
Federal  employment. 

a.  COMPONENT  CODE  -  Element  (11)  -  Enter  appropriate  code 

from  Appendix  c  of  present  or  former  Federal  employer. 

b.  PAY  GROUP  -  Element  (12)  -  Enter  pay  group.  If  pay  group 
of  current  or  last  employment  consists  of  three  or  more  characters, 
enter  the  first  two  characters  in  the  spaces  provided. 

c.  SERIES  -  Element  (12)  -  Enter  the  series  in  the  five 
spaces  provided .  If  registrant's  series  consists  of  less  than  five 
characters,  leave  extra  spaces  blank. 

d.  GRADE  -  Element  (12)  -  Enter  grade.  Two  spaces  are 
provided  for  the  grade.  Grades  under  10  should  be  preceded  by  a  zero 
(0),  i.e.,  Grade  GS-7  would  be  entered  as  07. 

e.  POSITION  TITLE  -  Element  (13)  -  Beginning  in  the  left  hand 
space,  enter  as  much  of  the  registrant's  job  title  and  option,  if  any, 
as  possible.  Leave  blank  space  between  segments  of  title  and  option. 

f.  NATURE  OF  WORK  -  Element  (14)  -  Code  nature  of  work  in 
which  employed .  Leave  blank  if  registrant  does  not  properly  belong  in 
one  of  these  four  groups. 

NATURE  OF  WORK  CODES 

Code  S  -  Staff  -  duties  performed  in  support  of  a 
Headquarters,  Administrative  Office  or  Management  function. 

Code  O  -  Operations  -  duties  performed  in  the  actual 
accomplishment  of  mission  operations. 

Code  R  -  Research  and  Development  -  duties  perform^  in 
study  and  investigation  undertaken  to  establish  facts  or  principles 
and  use  of  gained  information  in  development  of  a  finished  product  or 
system. 


Code  T  -  Trainee  -  Management  Intern  or  other  similar 
formal  training  program. 

g.  SALARY  -  Element  (15)  -  Enter  the  registrant's  current  or 
last  annual  salary.  For  hourly  employees,  compute  annual  salary  by 
multiplying  2087  hours  times  hourly  rate. 


% 
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7.  ITEM  5  -  STATISTICAL  INFORMATION  -  Elements  (16)  through  (29) 
(Elements  ( 16 )  through  (20)  may  be  left  blank.  It  registrant's 
option. ) 

a.  DATE  OF  BIRTH  -  Element  (16)  -  Birth  date  will  be  year, 
month  and  day  coded  in  that  order. 

b.  SEX  -  Element  (17)  -  Enter  M  for  Male  or  F  for  Female. 

c.  HEIGHT  -  Element  (18)  -  Enter  height  in  inches. 

d.  WEIGHT  -  Element  (19)  -  Enter  weight  in  pounds.  Leave 

unused  space  blank  for  less  than  100  pounds. 

e.  MARITAL  STATUS  -  Element  (20)  -  Enter  M  for  Married  if 

registrant  is  married  or  S  for  single  TT  registrant  has  never  been 
married,  is  divorced,  or  is  a  widow  or  widowe'r. 

f.  PHYSICAL  HANDICAP  -  Element  (21)  -  Enter  the  applicable 
two-digit  code  listed  in  Appendix  C. 

g.  EDUCATION  -  Element  (22)  -  Enter  one  of  the  following 

codes  to  indicate  schooling  completed: 

1  -  Non-high  school  graduate 

2  -  High  Scnool  graduate  (or  equivalent) 

3  -  Some  college  -  no  degree 

4  -  Junior  College  -  2  years 

5  -  College  graduate 

h.  DEGREE  -  Element  (23)  -  If  a  5  is  entered  in  Education, 
enter  one  of  the  following  codes  to  indicate  the  degree  held  by  the 
registrant: 


B  -  Bachelor's  Degree 
M  -  Master's  Degree 
D  -  Doctorate  Degree 

If  a  4  is  entered  in  Education,  Element  (22),  degree  may 
be  blank  or  coded  A  for  Associate  Degree,  if  registrant  has  such 
degree . 

If  codes  1,  2,  or  3  are  entered  in  Education  (Element  22), 
degree  will  be  left  blank. 

i.  NON  DOD  FEDERAL  AGENCY  -  Element  (24)  -  Enter  "Y"  if 

available  for  non  DoD  federal  agencies  or  "N"  if  not  available.  (See 
Ch  3,  pg  3-16,  para  28  for  explanation  of  a  valid  offer.) 

j,  EXCEPTED  SERVICE  -  Element  (25)  -  In  first  box  show  a  "Y" 
if  currently  in  an  excepted  service  position  or  "N"  if  not.  In  second 
box  indicate  one  of  the  following  letters  if  a  "Y"  was  shown  in  first 
box : 
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a  -  Excepted  Service  (eligible  only  for  Excepted 
Service  positions) 

^  b  -/  Excepted  Service  -  CIPMS  ^ 

f  c  ~  Execitl^e  Order  Eligible  -  i-.fcaiL' 

z  -  Other1  1  '  ”  ’  ' 

•  ‘  '  '•  be 

k.  SERVICE  COMPUTATION  DATE  -  Element  (26)  -  This  is  the  date 
used  to  determine  the  amount  of  creditable  Federal  Service  for 
reduction-in-force  purposes  excluding  any  additional  credit  for 
performance  ratings,  whether  an  employee  with  career/career- 
conditional  status  or  an  excepted  employee  with  personal 
career/career-conditional  status.  Date  determined  will  be  year, 
month,  and  day,  and  will  be  coded  in  that  order.  Enter  last  two 
digits  of  year,  01  through  12  for  month,  and  01  through  31  for  day,  as 
appropriate.  Leave  these  spaces  blank  for  OEP  reinstatement 
applicants  and  E.Q.  12362,  as  revised  by  E.O.  12585,  eligibles-! 


l.  SECURITY  CLEARANCE  -  Element  (27)  -  Enter  one  of  -  the 

following  codes  which  describes  the  Security  Clearance  granted  by 
Department  or  Agency.  Leave  blank  if  none  granted.  Leave  these 
spaces  blank  for  OEP  reinstatement  applicants.  ~  .-s 

v  f; .  • 

V  -  Crypto  ■>*' 

T  -  Top  Secret  ^ 

S  -  Secret 
C  -  Confidential 

m.  TENURE  GROUP  -  Element  (28)  -  Career,  Career-conditional, 
and  excepted  employees  will  be  coded  with  a  tenure  group  and  subgroup 
code  to  correspond  with  those  outlined  in  FPM  Chapter  351,  Subchapter 
3,  as  follows: 

1A  -  Career  Veteran  (includes 
preference  eligible  having 
.compensable  service  connected 
.disability  of  '30%  or  more) 

2A  -  Career^-Conditlonal  f 

Veteran  (includes  preference 
eligible  having  compensable 
service  connected  disability  of 
30%  or  more) 

3A  -  Excepted  Veteran 
(includes  preference  eligible 
having  compensable  service 
connected  disability  of  30%  or 
more) 

Leave  these  spaces  blank  for  OEP  reinstatement  eligibles  and  for 
excepted  non-status  employees  registered  in  the  Retained  Grade 
Employee  Program  (R)  and  E.O,  12362,  as  revised  by  E.O.  12585," 
eligibles.  ■ 

NOTE:  TF  an  individual  who  is  a  career  or  career-conditional  employee 
at  the  time  of  initial  registration  in  the  OEP  is  later  separated  and 
becomes  a  reinstatement  eligible  and  **still  meets  the  criteria  for 


IB  -  Career  Non  tTeteran 

*  ■'  •.  ■  *  *,'•!/ » 

2B  -  Cateer^-Condttional'Nonr. 
Veteran  V  j  -  -  > 


3B  -  Excepted  Non-Veteran 


\ 

\ 
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registration  in  the  OEP,  the  Service  Computation  Date,  Security 
Clearance,  and  Tenure  Group  are  to  be  deleted  from  the  registrant's 
resume  by  submission  of  file  maintenance  in  accordance  with  Chapter  9 
and  Federal  Civilian  Service  data  (Component,  Element  (56),  Total 
Month's  Service,  Element  (57)  Year  Separated,  Element  (58)),  should  be 
added. 

8.  ITEM  6  -  SPECIAL  AWARDS  -  Element  (29)  -  Enter  the  appropriate 
code,  Y  for  Yes  or  N  for  No^  to  indicate  whether  registrant  has 
received  any  special  awards  during  the  past  10  years  which  are 
pertinent  to  qualifications  for  the  position(s)  for  which  the 
registrant  is  being  registered. 

9.  ITEM  7  -  DEMOTION  WITHOUT  PERSONAL  CAUSE  -  Elements  (30)  and 
(31)  (EMPLOYEES  ENTITLED  TO  SPECIAL  CONSIDERATION  FOR  REPROMOTION  OR 

position  Change  due  t6  receipt  Of  Crape  or  pay  retention  benefits.) 
Th is  item  will  be  completed  only  when  the  registrant  is  entitled  to 
special  consideration  for  repromotion  or  position  change  because  of 
receiving  grade  or  pay  retention  benefits  due  to  involuntary  placement 
in  a  lower  grade  position  for  reasons  such  as  reduction  in  force, 
correction  of  classification  error,  return  from  overseas,  or 
declination  of  functional  transfer. 

a.  PAY  GROUP  -  Element  (30)  -  Enter  the  first  two  characters 
of  the  pay  group  from  which  demoted. 

b.  SERIES  -  Element  (30)  -  Enter  series  from  which  demoted 
beginning  in  first  space  at  left  “in  five  spaces  provided.  If  series 
contains  less  than  five  digits,  leave  extra  spaces  blank. 

c.  GRADE  -  Element  (30)  -  Enter  two  digit  grade  from  which 
downgraded  (for  example,  GS-6  would  be  coded  as  06). 

d.  COMPONENT  -  Element  (30)  -  Enter  the  appropriate  component 
code  from  Appendix  C  to  reflect  the  agency  in  which  the  registrant  was 
downgraded. 

e.  TITLE  -  Element  (31)  -  Enter  from  left  to  right  the 
position  title  and  option,  it  any,  held  at  the  time  of  the 
downgrade.  Leave  blank  space  between  segments  of  the  title  and 
option. 

10.  ITEM  8  -  RESERVE  TECHNICIAN  -  Element  (32)  -  This  item  will  be 
completed  only  when  a  DoD  employee  is  registering  in  the  PPP.  Do  not 
complete  for  registrations  in  the  OEP. 

Enter  Code  Y  for  Yes  or  Code  N  for  No  to  indicate  whether  the 
registrant  is  tentatively  eligible  for  and  willing  to  actively 
participate  as  a  Reserve  Technician  as  a  condition  of  employment. 
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11.  ITEM  9  -  DISPLACED  EMPLOYEE  PROGRAM  -  Element  (33)  -  Enter 
Code  Y  for  Yes  or  Code  N  for  No  to  indicate  whether  the  registrant 
meets  the  requirement  for  placement  assistance  under  the  Office  of 
Personnel  Management  Displaced  Employee  Program  as  defined  in  FPM 
Chapter  330,  Subchapter  3.  If  a  displaced  employee  scheduled  for 
separation  or  an  eligible  family  member  is  available  for  a  temporary 
position  of  less  than  one  year  in  duration  in  the  commuting  area, 
enter  T  rather  than  Y  or  N. 

12.  ITEM  10  -  JOB  EXPERIENCE  -  Elements  (34)  to  (36)  -  Enter  the 
time  period,  from  year  and  month  to  year  and  month,  ( cannot  be  left 
blank  nor  can  the  word  "present"  be  used)  job  title  and  nature  of  work 
code,  or  work  experience  obtained.  (These  codes  are  defined  in 
Paragraph  B6f  of  this  Chapter.)  This  experience  may  be  with  the 
Federal  Government  or  private  industry  and  should  be  entered  in 
chronological  sequence  with  most  recent  experience  listed  first  in 
Element  (34). 

13.  ITEM  11  -  SKILLS  -  Elements  (37)  to  (41) 

a.  This  item  provides  for  registration  for  up  to  five  skills 
in  the  PPP,  or  for  up  to  three  skills  in  the  OEP.  Procedures  outlined 
in  Paragraph  g  below  will  be  used  for  PPP  registrations  and  the 
procedures  in  Paragraph  h  below  will  be  followed  for  OEP 
registrations.  Paragraphs  b  through  f  below  apply  to  either  the  PPP 
or  OEP,  as  appropriate. 

b.  Registrants  who  are  to  be  rated  for  Wage  Grade  skills  will 
be  rated  under  the  Job  Element  procedures  contained  in  OPM  Handbook  X- 
118C,  Job  Qualification  System  for  Trades  and  Labor  Occupations. 
Civilian  personnel  officials  should  consider  the  knowledges,  skills, 
and  abilities  in  determining  the  Wage  Grade  positions  for  which  an 
employee  is  to  be  registered.  Registrants  who  have  basic  eligibility 
for  a  Wage  Grade  position  under  the  Job  Element  method  should  qualify 
for  the  same  position  at  another  installation.  Requirements  for  like 
Wage  Grade  jobs  throughout  DoD  should  be  similar.  The  prime 
consideration  will  be  the  registrant's  ability  to  do  the  work,  and 
eligibility  for  the  position  will  be  determined  on  that  basis. 
General  Schedule  employees  may  be  registered  for  those  acceptable  Wage 
Grade  positions  for  which  fully  qualified  and  gaining  activities  will 
make  determination  whether  the  offer  constitutes  a  promotion  based  on 
their  local  wage  scale. 

c.  Registration  in  the  Program  can  be  effected  for  GS,  WG  and 
WL  (Grade  15  and  below),  WS  (Grade  19  and  below),  and  special  Wage 
Grade  pay  systems,  e.g.,  WD,  WJ,  WK,  etc.,  with  applicable  grade 
levels.  GM  employees  may  be  registered  for  any  appropriate  pay  system 
and  grade,  and  the  statement  "Available  for  GM  Position"  must  be 
included  in  element  42  or  43  on  DD  Form  1817  when  the  registrant  is 
available  for  such  positions. 
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d.  Registering  civilian  personnel  officials  have  the 
responsibility  to  determine  and  register  individuals  for  those  series 
and  grades  (not  to  exceed  the  present  grade)  for  which  fully 
qualified.  As  a  minimum,  employees  are  to  be  registered  for  their 
current  skill.  Exceptions  to  this  require  approval  of  the  2one 
Coordinator. 


e.  If  the  registrant  has  less  than  five  skills,  complete  only 
those  required  and  leave  the  remaining  elements  blank.  If  an  employee 
has  more  than  five  skills,  the  five  most  likely  to  provide  an 
opportunity  of  continued  employment  in  the  registrant's  selected 
area(s)  should  be  used. 

f.  A  registrant  who,  at  the  time  of  registration  in  the  PPP 

or  the  OEP  occupies  a  position  or  has  occupied  a  position  within  the 
past  three  years,  for  which  a  performance  test  is  required  will  be 
considered  as  having  met  the  performance  test  requirement  if 
performance  has  been  satisfactory.  Other  registrants,  who  have  not 
occupied  such  positions  or  passed  required  performance  tests  within  36 
months  preceding  registration,  will  not  be  registered  for  positions 
requiring  a  performance  test  until  test  requirements  have  been 
satisfactorily  met.  In  accordance  with  X-118,  proficiency 

requirements  may  be  met  for  Clerk  Typist,  Clerk  Stenographer,  Data 
Transcriber  and  positions  with  parenthetical  titles  of  (Typing), 
(Stenography),  or  (Data  Transcription)  by  self  certification  of  the 
registrant.  However,  it's  important  that  activities  use  judgment,  in 
that,  individuals  must  have  something  in  their  background  that 
supports  the  self  certification. 

g.  PRIORI Ty  PLACEMENT  PROGRAM  -  Skills  1  through  5  provide 

spaces  for  registering  an  employee  5or  up  to  five  skills  and  grades 
(not  to  exceed  the  current  grade)  for  which  the  registrant  meets 

appropriate  Civil  Service  qualification  standards  and  which  are 
acceptable  to  the  registrant  except  as  stated  herein.  Employees  are 
to  be  registered  only  for  positions  for  which  they  are  sufficiently 
well  qualified  to  be  completely  acceptable  in  such  positions  at  the 
registering  activity.  Qualifications  standards  used  for  RIF 

assignment  are  not  to  be  automatically  used  for  qualification 

determinations  in  the  PPP,  As  a  rule,  a  significant  factor  in  the 
selection  of  skills  for  registering  is  recency  of  experience.  This 
factor  will  be  considered  carefully  in  the  skill  registration 
process.  Under  no  circumstance  will  a  person  be  registered  in  the 
Program  for  a  skill  for  which  that  person  does  not  meet  all 
qualifications  and  legal  requirements,  including  normal  physical 
requirements.  The  following  procedures  should  be  followed  in 

completing  skills  1  through  5  for  PPP  registrations. 

(1)  Pay  Group  -  Enter  the  appropriate  pay  group.  (Use  GS 
in  lieu  of  GM) 

EXAMPLES:  GS  (General  Schedule),  WG  (Wage  Grade),  WL  (Wage  Leader), 

WS  (Wage  Supervisor),  WM  (Maritime),  WN  (Production  Facilitating- 
Supervisory ) . 
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(2)  Series  -  Enter  the  series  in  accordance  with  OPM 
Classification  Standard  Handbooks.  Enter  series  from  left  to  right 
beginning  in  the  first  space  of  five  spaces  provided.  For  series  less 
than  five  digits,  leave  unused  spaces  blank. 

(a)  Employees  who  are  qualified  and  available  for 
occupational  series  covered  by  OPM's  X-118  Clerical  and  Administrative 
Support  Standard,  at  grades  1,  2,  3,  or  4  are  as  follows:  1)  GS-300 
without  an  option  will  be  used  for  employees  who  are  available  for  all 
series  covered  by  the  standard  (excluding  GS-2091,  Sales  Store 
Clerical)  that  do  not  require  specific  proficiency  (i.e.,  typing, 
steno,  etc.)  2)  GS-300  with  an  appropriate  option  code  (i.e.,  typing 
-  TYA,  stenography  -  STC,  or  data  transcriber  -  DAT)  will  be  used  for 
employees  who  are  available  for  all  covered  series  (excluding  GS-2091) 
with  the  same  proficiency  requirements  or  option  codes  (i.e.,  GS-300 
TYA  should  be  used  for  employees  available  for  any  occupational  series 
covered  by  the  standard  which  requires  typing  proficiency).  3) 
Employees  who  do  not  desire  consideration  for  all  series,  but  who  want 
consideration  for  one  or  more  specific  covered  series,  must  be 
registered  for  each  individual  series  on  separate  skill  lines  (include 
option  codes  as  applicable).  In  addition,  registrants  who  desire 
consideration  as  a  GS-2091,  Sales  Store  Clerical,  must  register  for  * 
the  skill  separately  since  it  is  not  included  under  the  GS-300  for  PPP 
purposes. 


(b)  Registrants,  who  qualify  for  non-supervisory 
Wage  Grade  positions  and  wish  to  be  considered  for  all  Wage  Grade 
series  that  do  not  require  motor  vehicle  or  sewing  machine  operation 
may  be  registered  for  WG-00000  grades  1  through  4  (not  to  exceed 
current  grade).  Such  employees  may  also  be  registered  for  specific 
series  for  which  qualified  at  grade  levels  not  to  exceed  current 
grade . 


(c)  Registrants  who  are  qualified  for  a  Trades  and 
Crafts  Helper  position,  WG-5  level,  and  wish  to  be  considered  for  all 
Trades  Helper  positions  WG-5  may  be  registered  for  WG-01111.  (This 
does  NOT  include  Warehouse  Worker,  Motor  Vehicle  Operator,  or  Forklift  * 
Operator  positions.  You  must  register  for  these  using  the  specific 
series).  Registration  in  the  WG-01111  is  limited  to  the  WG-5  level. 
Such  employees  may  also  be  registered  for  specific  series  for  which 
qualified  but  in  any  case  not  to  exceed  current  grade. 

(3)  Option  Codes  -  Enter  the  appropriate  three  character 
option  code(s)  from  Appendix  D.  Only  those  option  codes  appearing  in 
Appendix  D  may  be  used  for  PPP  registration.  Option  Codes  are  to  be 
used  only  with  the  General  Schedule  series  under  which  they  are 
listed,  with  the  exception  of  TRA,  Trainee  Option,  which  may  also  be 
used  with  Wage  Grade  series. 
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{ 

(a)  Specific  option  codes  for  specific  series  are 

listed  in  Appendix  D.  They  identify  special  skill  requirements  for 
positions  for  which  registrants  are  permitted  to  register,  provided 
they  qualify.  The  option  codes  are  purposely  limited  to  those  series 
for  which  the  components  indicated  a  need  for  further  description.  If 
only  one  option  code  is  necessary  to  describe  the  registrant's 
qualifications,  enter  it  in  the  first  three  spaces  provided.  A 
combination  of  two  options  may  be  used  with  appropriate  skills,  as 
long  as  the  registrant  qualifies  for  both.  If  no  option  code  is 
necessary  to  describe  the  registrant's  qualifications  or  if  the 
registrant  is  a  generalist  in  the  series,  leave  these  six  spaces 
blank.  Options  authorized  for  use  with  engineering  series  are  not  to 
be  used  with  an  engineering  series  which  has  the  same  definition. 
Example:  Do  not  use  ELD,  Electronics  option,  with  Electronics 

Engineer  Series  GS-855. 

(b)  The  option  of  Trainee,  Option  Code  TRA,  in 
Appendix  D,  may  be  coded  with  any  General  Schedule  or  Wage  Grade 
series.  Its  purpose  is  to  identify  skills  of  registrants  who  are 
currently  in  formal  training  programs  (such  as,  apprentice,  worker- 
trainee,  management  intern,  etc.). 

(c)  The  options  of  Typing,  Option  Code  TYA, 

Stenography,  Option  Code  STC,  and  Data  Transcribing,  Option  Code  DAT, 
may  be  used  with  any  appropriate  General  Schedule  Series.  They  are 
not  appropriate  for  use  with  every  series.  For  example:  The  Option  ( 

of  Typing,  Option  Code  TYA,  would  not  be  used  with  a  GS-201-13,  v 

Civilian  Personnel  Officer  position.  The  GS-318  Secretary  series  must 

be  coded  with  either  the  STC-Stenography  Option  or  TYA-Typing  Option. 

(d)  Individuals  showing  Typing  (TYA)  option  after 

any  appropriate  series  will  automatically  be  considered  for  that 

position  not  requiring  typing.  (Example:  If  an  activity  has  a  GS- 
303-4  vacancy,  individuals  registered  for  GS-303-4  TYA  will  be 
referred. ) 

(e)  The  GS-201,  Personnel  Management,  and  the  GS- 

801,  General  Engineering  series,  normally  have  two  options  no 

options  with  the  following  exceptions: 

1_  The  "CPO",  Civilian  Personnel  Officer,  and 
the"PSM",  Personnel  Systems  Manager,  may  be  used  as  a  single  option 
with  the  GS  201  series.  The  "CPO"  option  code  will  never  be  used  in 
combination  with  other  options  in  the  GS  201  series,  whereas  the  "PSM" 
option  code  may  be  used  in  conjunction  with  another  code. 

2_  A  single  commodity  option  code  may  be  used 
with  the  GS  801  series.  Commodity  options  are  as  follows:  CHD,  CST, 

INC,  MIB,  ORB,  SHB,  and  WAB. 
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Figure  8-4.  Sample  skill  1,  Overseas  Employment  Program 

This  same  registrant  has  had  4  years  and  4  months  specialized 
experience  as  a  Production  Controller  specializing  in  Aircraft  at  the 
GS-09  level,  is  willing  to  accept  a  GS-09  for  this  skill,  and  is 
willing  to  accept  employment  in  the  Philippines.  Skill  2  would  be 
coded  as: 


WOH 

Nl«H  LO»  •* 


GWOUW  M«itt 
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Figure  8-5.  Sample  skills.  Overseas  Employment  Program. 

14.  SPECIAL  QUALIFICATIONS  -  Elements  (42)  and  (43)  -  Enter 

special  qualifications  -  licenses,  training,  ratings,  certificates, 
etc.  -  that  are  related  to  positions  for  which  employee  is 
registering.  This  element  may  also  be  used  to  enter  the  special 

language  skills  of  registrants  in  the  OEP.  Enter  one  letter  in  each 
box  and  leave  one  space  between  each  word  and  abbreviate,,  if 
necessary.  Enter  in  one  of  these  elements  the  activity  code\sof  the 
overseas  registering  activity  when  completing  a  registration  Jfojrm  for 
an  overseas  family  member  and  after  the  activity  code  enter  "Overseas 
Family  Member,"  or  EO  12362  eligible,  as  appropriate.  For  Spouse 
Preference  Eligibles  you  must  document  eligibility  (i.e.,  "Current 
Employee,"  "Reinstatement  Eligible,"  or  "EO  12362  Eligible"  and  losing 
activity  code).  If  an  employee  is  available  for  General  Schedule 
supervisory  position,  enter  "Available  for  Supervisory  Position."  If 
an  employee  is  available  for  GM  positions,  enter  "Available  for  Gm 
positions."  If  currently  occupying  an  excepted  service  position, 
enter  "Available  for  Excepted  Service  Positions  Only."  If  current 
CIPMS  employee  covered  by  the  Personnel  Interchange  Agreement,  show  * 
"Excepted)fSfervice  -  CIPMS."  Only  data  contained  within  the  boxes  will 
be  included. 
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C.  SECTION  B  (COMPLETE  FOR  PRIORITY  PLACEMENT  PROGRAM  REGISTRANTS 
ONLY) . 


This  section  will  be  completed  for  registrants  in  all  Programs, 
except  the  OEP.  If  this  Section  is  coded  for  applicants  in  the  OEP, 
the  registration  data  will  be  rejected  by  the  computer. 

1.  ITEM  1  -  SEPARATION  DATE  OR  EFFECTIVE  DATE  OF  CHANGE  TO  LOWER 
GRADE  -  Element  (T3J 


a .  Displaced  Employees. 

(1)  Program  A  -  For  both  voluntary  and  involuntary 
registrants  enter  the  date  the  registrant  is  to  be  separated  from 
activity  rolls  as  result  of  RIF,  base  closure,  failure  to  accompany 
transfer  of  function,  or  effective  date  of  change  to  lower  grade/part¬ 
time  position,  or  effective  date  of  furlough  for  six  months  or 
longer.  Employees  must  be  registered  prior  to  the  effective  date  of 
separation  or  change  to  lower  grade  or  part-time  position. 

(2)  Program  R  -  See  Appendix  B 

(3)  Program  C  -  See  Appendix  F 

(4)  Program  D  -  See  Appendix  J 

b.  Nondisplaced  Overseas  Employees. 

(1)  For  nondisplaced  employees  returning  to  CONUS  after 
completion  of  one  or  more  tours,  the  date  must  be  left  blank. 

(2)  For  nondisplaced  employees  who  are  family  members  of 
DoD  personnel,  enter  the  date  LWOP  begins. 

(3)  For  nondisplaced  employees,  or  former  employees  who 
meet  the  appointment  eligibility  of  EO  12362,  as  amended,  who  are 
family  members  of  DoD  personnel,  enter  the  family  member's  date  of 
registration. 


c.  Special  Programs 

(1)  Panama  Canal  Commission  -  See  Appendix  E. 

(2)  National  Guard  Technician  -  See  Appendix  G. 

(3)  Department  of  the  Army  Family  Member  Priority 
Placement  Program  -  See  Appendix  A. 

(4)  Military  Spouse  Preference  Program  -  See  Appendix  I 

(5)  National  Guard  Technician  Employment  Program  -  See 
Appendix  K. 
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(4)  Referral  Code  S  -  Activities  planning  to  fill  a 
position  through^  competitive  procedures  should  requisition  using 
referral  code  S.  As  a  result  the  requisitioning  activity  will  receive 
Referral  Resumes  of  Priority  1  and  2  registrants  and  also  all  Priority 
3's  registered  under  the  Spousal  Program  (S).  1  jjs-a 


(5)  Referral  Code  Q  -  Activities  having  a  vacant 
temporary  position  of  irNTE  I- year"  duration  should  use  a  "Q"  and  will 
receive  all  registrants  who  indicated  availability  for  temporary  (a 
"T"  in  element  33)  AND  Priority  3  Military  Spousal  Preference  (S 
Program)  registrants.  This  type  of  requisition  is  necessary  only  for 
those  vacancies  that  are  "NTE  1  year"  since  this  would  be  a  valid 
offer  for  a  spouse. 


* 


h.  Complete  Examples: 

(M  EXAMPLE:  Referral  of  Priorities  1  through  3  is 
required.  The  following  requisition^  Control  Number  607,  Is  being 
submitted  by  Rickenbacker  Air  Force  Base,  Ohio,  Activity  547A,  for  an 
Auditor,  GS-511-09,  for  one  vacancy  located  at  that  installation. 
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(2)  EXAMPLE:  Referral  of  Priorities  1  and  2  is 
requested.  This  requisition  is  being  submitted  tor  Fort  McPherson, 
GA,  Activity  Code  311A,  Control  Number  7211,  for  Program  Analyst,  GS- 
343-11,  for  one  vacancy  located  at  that  installation. 


DoD  PROGRAM  FOR  STABILITY  OF  CIVILIAN  EMPLOYMENT 
VACANCY  RE0UISTI0N 


COMPLETE  IN  ACCORDANCE  YITH  PART  II.  CHAPTER  4,  Da  DM  1400.20-1: 
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COMPLETE  THE  FOLLOWING  ITEMS  FOR  OVERSEAS  EMPLOYMENT  PROGRAM  REQUISITIONS  ONLY 
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Figure  10-6,  Sample  vacancy  requisition,  priorities  1  and  2 

only. 
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APPENDIX  B 

DOD  PLACEMENT  PLAN  FOR  EMPLOYEES  UNDER  GRADE  RETENTION 

(Program  R) 


A.  PURPOSE 


1.  This  appendix  prescribes  policies  and  procedures  pertaining  to 
the  PPP  registration  and  placement  of  DoD  employees  with  entitlement 
to  grade  retention  under  5  US  Code,  Chapter  53,  Section  5362.  A 
special  subprogram,  PPP  Program  "R" ,  has  been  established  to 
accomplish  such  registration  and  placement. 

2.  In  accordance  with  the  Deputy  Assistant  Secretary  of  Defense  * 
(Civilian  Personnel  Policy)  Memorandum,  dated  2  Nov  90,  Subject: 
Grade  and  Pay  Retention,  the  following  clarif ication/amendment  is  made 

to  the  13  Feb  87  memo,  same  subject,  paragraph  a  (1)  to  ensure  that 
grade  retention  will  be  offered: 

(1)  When  an  employee  receives  a  reduction  in  force  notic^ 
proposing  change  to  lower  grade  or  separation  and  accepts  a  lower- 
graded  position  at  the  same  or  another  DoD  activity.  If  the  position 
accepted  is  not  a  grade  lower  than  one  which  has  been  offered  by  his 
or  her  activity,  grade  retention  will  be  granted.  If  the  position 
accepted  is  at  a  lower  grade  than  one  which  has  been  offered  by  the 
activity,  grade  retention  may  be  granted,  provided  management 
determines  that  placement  in  the  position  is  in  the  Government's 
interest. 

3t.  Program  "R"  is  the  means  by  which  employees  with  grade 
retention  will  be  afforded  priority  referral  for  vacancies  for  which 
qualified  in  activities  serviced  by  their  "A"  coded  civilian  personnel' 
office,  unless  the  employing  DoD  component  has  a  separate  component- 
wide  plan  which  affords  equal  or  greater  placement  opportunity  for 
such  vacancies.  Program  "R"  is  also  the  means  by  which  employees  may 
elect  to  obtain  priority  referral  for  coramuting-area  vacancies  for 
which  qualified  in  activities  other  than  those  serviced  by  their  "A" 
coded  civilian  personnel  office.  Policies  and  procedures  governing 
referrals  within  and  outside  the  "A"  coded  activity  are  outlined  in 
paragraph  C5  below. 

4.  All  DoD  policies  and  procedures  applicable  to  the  PPP  set 
forth  in  this  manual,  except  as  modified  herein,  are  to  be  applied. 

B.  AUTHORITY 

1.  5  United  States  Code  5361-5366 

2.  5  Code  of  Federal  Regulation  Part  536 

3.  FPM  536,  Grade  and  Pay  Retention 


B-l 
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C.  PLACEMENT  PLAN  1 

X.  Pre-Registration  Referrals.  Employees  with  entitlement  to 
grade  retention  under  5  US  Code/  Chapter  53,  Section  5362  will,  along 
with  other  employees  scheduled  for  RIF  separation  or  downgrade,  be 
afforded  placement  assistance  at  the  employing  activity  in  current 
vacancies  for  which  qualified  in  their  present  grades  consistent  with 
the  provisions  of  Chapter  4  of  this  manual.  Also  in  Chapter  4  is  a 
Decision  Table  which  shows  the  relationship  between  temporary 
employment  and  retained  grade  and  pay  entitlement. 

2 .  Registration  in  Program  "A"  . 

a.  Employees  in  receipt  of  RIF  notices  offering  changes  to 
lower  grade  with  entitlement  to  grade  retention  are  eligible  to  be 
registered  only  in  Program  "A"  under  the  provisions  of  this  manual 
during  the  specific  notice  period.  They  ifiay  be  registered  for  the 
current  grade  and  for  as  many  as  three  grades  below  the  current  grade, 
down  to  but  not  including  the  RIF  demotion  grade,  for  referral  to 
vacancies  within  and  outside  the  employee's  commuting  area. 

b.  RIF  demotees  who  elect  to  be  registered  in  Program  "A" 
during  the  specific  notice  period  will  be  automatically  deleted  from 
the  program  by  computer  action  based  upon  the  release  date  entered  in 
DD  Form  1817,  Element  (45).  At  that  time,  the  servicing  activity  will 
register  an  employee  entitled  to  retained  grade  in  Program  "R"  by 
submitting  a  new  DD  Form  1817  to  DD SC,  coded  in  accordance  with  (. 
paragraphs  3,  4,  5,  and  7  below. 

3.  Mandatory  Registration  Into  PPP  Program  "R" . 

a.  Program  Code  "R"  will  be  used  for  mandatory  registration 
of  employees  under  grade  retention,  in  conformance  with  5  US  Code, 
Chapter  53,  Section  5362,  who  cannot  be  placed  under  provisions  of 
paragraph  B1  and  2  above.  Employees  serving  under  grade  retention 
will  be  mandatorily  registered  in  Program  "R"  for  the  area  of 
availability  indicated  in  paragraph  5a(l)  below  at  the  time  they  enter 
the  2-year  period  of  retained  grade  status.  They  will  be  registered 
only  at  their  retained  grade  for  all  skills  (up  to  five)  within  their 
pay  group  for  which  they  are  fully  qualified. 

b.  Employees  who  elect  to  initiate  formal  appeals  of  their 
downgrade  actions  will  not  be  required  to  register  in  Program  "R" 
while  the  appeal  is  pending.  However,  such  employees  may  be 
registered  at  their  option.  If  such  an  employee  is  placed  under 
Program  "R",  the  placement  action  will  be  considered  final  regardless 
of  the  outcome  of  the  appeal.  Should  such  a  registrant  decline  a 
valid  and  reasonable  offer  while  the  appeal  is  still  pending,  he  or 
she  will  be  released  from  Program  "R".  By  such  a  declination, 
eligibility  for  grade  retention  ceases. 
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4.  Restricted  Registration  of  Retained  Grade  Employees  Placed  at 
Other  DoD  Activities.  Employees  under  retained  grade,  who  are  placed 
through  Program  "A"  during  the  RIF  notice  period,  at  a  DoD  activity  in 
a  different  commuting  area  involving  a  permanent  change  of  station 
move,  will  be  registered  in  Program  "R"  only  for  organizations  of  the 
gaining  activity  (i.e.,  serviced  by  the  "A"  coded  CPO)  which  are 
located  in  the  commuting  area  of  the  employee’s  new  assignment.  This 
restriction  will  apply  for  1  year  following  transfer  or 
reassignment.  Following  the  expiration  of  the  1-year  period, 
registration  may,  at  the  employee's  option  and  with  Zone  Coordinator 
approval,  be  expanded  up  to  and  including  all  DoD  activities  in  the 
commuting  area  for  the  remainder  of  the  2-year  grade  retention 
period.  Such  expansion  will  be  consistent  with  the  standards  under 
paragraph  5  below. 

5.  Area  of  Availability  ("R"  Program). 

a.  Initial  registration  will  be_  restricted  to  the 

organizations  serviced  by  the  A-coded  civilian  personnel  office  within 
the  commuting  area  for  ninety  days  and  may  be  expanded  to  all  * 
component  activities  in  the  commuting  area  after  the  ninety  day 
period. 

b.  Zone  Coordinators  may  authorize  initial  or  expanded  DoD- 
wide  registration  in  the  commuting  area; 

(1)  When  an  eligible  employee  is  qualified  only  for 
skills  and  grades  which  are  poorly  represented  at  his  or  her  own  A- 
coded  activity; 

(2)  When  a  registrant  has  not  received  an  offer  after  a 
minimum  registration  period  of  six  months;  or 

(3)  Following  expiration  of  the  one  year  period  during 
which  full  program  registration  is  precluded  under  Paragraph  C4  above. 

c.  When  it  is  anticipated  that  placement  cannot  be  made  in 
the  commuting  area,  the  employing  DoD  Component  Coordinator  may 
authorize  registration  within  that  component  for  locations  which  would 
require  a  permanent-change-of-station  move.  If  registration  is 
desired  for  activities  in  other  components  outside  the  commuting  area, 
this  must  be  approved  by  the  appropriate  Zone  Coordinator.  In  either 
case  the  employee  must  concur  with  registering  outside  the  commuting 
area.  If  a  registrant  declines  a  valid  offer  outside  the  commuting 
area,  he/she  may  not  subsequently  be  referred  beyond  the  commuting 
area.  When  this  occurs,  file  maintenance  documentation  will  be 
submitted  to  DDSC  to  change  the  registrant's  area  of  referral. 
Registrants  placed  at  activities  outside  their  commuting  area  will 
have  their  PCS  costs  paid  by  the  losing  activity.  NOTE:  An  out  of 
area  job  offer  is  not  a  reasonable  offer  under  5CFR,  536,  Section 
536.209;  thus,  a  declination  does  not  terminate  grade  retention. 
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6.  Declination  of  Offer.  If  an  employee  eligible  for  retained  ■ 
grade  declines  placement  in  a  lower-graded  position  offered  through 
Program  "A",  the  employee  will  be  deleted  from  Program  "A".  Such 
employee  will  be  registered  mandatorily  in  Program  "R"  for  the 
retained  grade  at  the  time  the  2-year  period  of  retained  grade  status 
begins.  When  a  match  requiring  an  offer  occurs  with  an  "R"  registered 
employee  who  is  fully  qualified  for  the  vacancy,  the  registrant  will 
be  offered  the  position  in  writing  and  provided  with  a  written 
position  description.  (See  5  CFR,  536,  Subpart  B,  Section  536.206). 
The  offer  must  inform  the  individual  that  any  entitlement  to  grade 
retention  will  be  terminated  if  that  offer  is  declined.  If  the 
registrant  refuses  the  offer,  entitlement  to  further  PPP  referral 
terminates.  As  provided  in  5  CFR,  536,  Subpart  B,  Section  536.208, 
grade  retention  will  be  terminated  at  the  end  of  the  pay  period  in 
which  the  employee  declines  a  reasonable  offer.  Immediately  upon 
declination  of  an  offer,  a  report  action  must  be  submitted  to  DDSC  to 
delete  the  registrant  from  the  program. 

7.  Registering  Activity  Procedures. 

a.  CPOs  will  register  eligible  employees  in  Program  "R"  in 
accordance  with  this  manual,  with  the  following  modifications: 

(1)  Element  (02)  on  the  Registration  Form,  DD  Form  1817, 
will  be  coded  "R". 

(2)  Elements  (12)  and  (13)  will  be  coded  to  reflect  the( 
position  held  immediately  prior  to  entrance  into  the  2-year  period  of 
retained  grade  status. 

(3)  Elements  (37)  through  (41),  Skills.  Pay  group  and 
high  and  low  grades  will  be  coded  as  follows: 

(a)  Pay  Group  is  restricted  to  the  pay  group  of  the 
retained  grade,  e.g.,  GS  to  GS;  WG  to  WG;  WL  to  WL;  WM  to  WM;  WD  to 
WD,  etc.  Exception:  Employees  downgraded  from  a  special  wage 
category  which  thereafter  no  longer  exists  may  be  registered  in  other 
pay  systems  for  skills  for  which  they  are  fully  qualified. 

(b)  The  high  grade  and  low  grade  will  be  the 
retained  grade.  Registrants  being  registered  in  other  pay  groups  who 
are  not  qualified  for  the  equivalent  grade  may  be  registered  for  the 
highest  intervening  grade  for  which  technically  qualified. 

(4)  Element  (42)  or  (43),  Special  Qualifications.  For 
employees  who  held  a  supervisory  position  at  the  time  of  the  change  to 
lower  grade,  enter  "Available  for  Supervisory  Position." 

(5)  Element  (44),  Separation/Change  to  Lower  Grade  Date, 
will  be  coded  with  the  effective  date  of  the  employee's  retained  grade 
entitlement  (i.e.,  the  date  the  employee  enters  the  2-year  period  of 
retained  grade  status). 

(6)  Element  (45),  Release  Date,  will  be  coded  with  the 
date  on  which  retained  grade  entitlement  terminates. 
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DEPARTMENT  OF  DEFENSE 


DATA  SUPPORT  CENTER 
DEFENSE  ELECTRONICS  SUPPLY  CENTER 
DAYTON,  OH  45444-5310 


inreply  DDSC  (Ms.  Madges/AV  986-5156/kc)  25  Nov  91 

REFER  TO 

SUBJECT:  DoD  1400.20-1-M,  Interim  Change 


TO: 


Civilian  Personnel  Officer 
All  DoD  Activities 


1.  Effective  immediately  DD  Form  1817,  DoD  Program  for  Stability  of 
Civilian  Employment  Registration,  DD  Form  1619,  DoD  Program  for 
Stability  of  Civilian  Employment  File  Maintenance,  and  DD  Form  1820. 

DoD  Program  for  Stability  of  Civilian  Employment  Report  Action  are 
obsolete  and  may  no  longer  be  used.  (Registrant  and  Referral  resumes 
previously  issued  by  DDSC  may  be  used  to  return  report  actions 

to  Dayton.)  The  documents  enclosed  contain  interim  procedural  changes 
to  DoD  1400.20-1-M,  DoD  Program  for  Stability  of  Civilian  Employment, 
dated  September  1990.  These  changes  explain  the  way  data  will  flow 
between  DDSC  in  Dayton  and  each  DoD  activity;  however,  these  documents 
contain  no  policy  changes. 

2.  Chapters  8  and  9  are  completely  new  and  replace  current  chapters. 
These  chapters  explain  using  the  new  Format  *1  for  registration  and 
file  maintenance  for  Programs  A,  R,  C,  G,  D,  F,  S,  and  K.  Chapter  7 
contains  procedural  instructions  for  the  Overseas  Employment  Program 
(OEP)  ,  ’B'  Program,  for  registration  and  file  maintenance  using  Format 
*2.  Existing  pages  7-1  through  7-6  will  remain  and  will  be  updated  at 
a  later  time. 

3.  Throughout  DoD  1400.20-1-M  there  are  references  to  Forms  1817,  1819 
and  1820  and  as  changes  are  made  to  the  various  pages  of  the  manual  we 
wi : I  incorporate  the  new  Formats. 

4.  The  following  documents  are  enclosed: 

a.  Chapter  7  pages  7-7  through  7-14.  (Add  to  current  Chapter  7) 

b.  Chapter  8  pages  8-1  through  8-16.  (Replace  current  Chapter  8! 

e.  Chapter  9  pages  9-1  through  9-2.  (Replace  current  Chapter  9) 

d.  DDSC  Bulletin  Board  System  Automation  Guide  for  Using  the 

Registration  Software  Program. 

e.  DDSC  Bulletin  Board  System  Automation  Guide  for  Using  the  DORS/ 
Stopper  Software  Program. 

5.  Copies  of  Format  *1  and  «2  are  enclosed  and  should  be  reproduced 
local ly . 
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6.  Individuals  currently  registered  in  PPP  should  be  given  an 
opportunity  to  complete  the  following  'new'  Items: 

a.  Item  17  -  Appointment  Eligibility  (important  if  available  for 
referral  to  non  I>oD  Federal  agencies). 

b.  I  tern  18  -  Excepted  Service  (if  applicable) 

c.  Item  22  -  V.aior  (data  will  be  transmitted  to  non  DoD  Federal 
agencies  and  private  sector. 

.  I  tern  27  -  Available  for  GK/ Superv  i  sor  or  Both  'availability 
shown  here  allows  removal  in  'old'  elements  42  arid  43. 

e.  Item  28  -  Available  for  Temporary  Position  (separate  item 
input) . 

f.  Item  29  -  Available  for  Non  DoD  Federal  Agency  Consideration 
(although  not  a  new  Item,  registrant  should  be  awar5  he/she  determines 
whether  or  not  referred  to  other  Federal  agencies) . 

g.  Items  57  through  62  -  Private  Sector  (indicates  availability 
for  referral  to  private  sector) 

h.  Item  63  PPP  Approving  Official  (requires  input  of  Zone/ 
Component/Regional  Coordinator  name  when  exception  to  policy  was 
approved)  . 

7.  The  new  Bulletin  Board  System  (BBS)  automation  package  was 
available  for  downloading  12  Nov  91.  Questions  should  be  directed  to 
Jeff  Cherry  or  Lane  Coffee  at  AV  986-6473  or  CM  513  296*6473.  This 
package  also  contained  BBS  automation  instruction  on  the  Defense 
Outplacement  Referral  System  (DORS).  Policy  and  procedural 
instructions  on  DORS  was  sent  under  separate  cover. 

8.  While  procedures  have  completely  changed  in  the  way  data  is 
transmitted  to  DDSC  in  Dayton,  policy  remains  the  gawe.  Any  changes  to 
policy  will  be  issued  as  a  change  to  DoD  1400.20-1-M,  through  normal 
channels . 

9.  Questions  on  the  new  Formats  or  automation  system  should  be 
directed  to  DDSC  in  Dayton,  Ohio. 


JAMES  D.  FORINASH 
Chief,  Defense  Data 
Support  Center 
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I.  REGISTRATION  INSTRUCTIONS 


The  following  information  provides  an  explanation  for  each  entry 
to  be  completed  in  the  registration  process.  Each  entry  is  preceded 
by  a  number  which  is  the  "Item"  number  for  that  particular  entry  of 
data.  Specifics  on  each  item  are: 

01  REGISTERING  ACTIVITY  CODE  -  Four  character  code  assigned  to  the 
registering  activity.  (Last  digit  must  be  an  "A".) 

02  REGISTERING  CPO  CONTACT  -  Last  name  then  first  name  of  the 

individual  at  the  registering  activity  who  should  be  contacted  for 
additional  information  or  offers. 

03  CPO  CONTACT  PHONE  NUMBER  -  Show  number  starting  in  first  box  and 
continuing  to  the  right. 

04  SOCIAL  SECURITY  NUMBER  OF  REGISTRANT  -  The  nine  digit  social 

security  number  of  individual  who  is  registering  which  is  the  primary 
identification  source  for  every  registrant. 

05  PROGRAM  CODE  -  Enter  "B". 

06  NAME  OF  REGISTRANT  -  Last  name,  first  name  then  middle  initial  of 
registrant,  in  that  order. 

07  STREET  ADDRESS  -  Registrant’s  current  street  or  mailing  address. 
Abbreviations  may  be  used  to  conserve  space,  i.e.,  St  for  Street. 

08  CITY  -  The  city  in  which  the  street  address  is  located. 

09  STATE  -  The  state  code  (from  Appendix  C)  for  the  registrant’s 

current  address. 

ZIP  -  Registrant’s  5  digit  zip  code. 

11  TELEPHONE  -  Registrant’s  home  telephone  number. 

12  COMPONENT  -  Appropriate  code  from  Appendix  C  of  present  or  former 
Federal  employer. 
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13  PAY  GROUP.  SERIES.  GRADE  -  Current  permanent  ot  last  permanent 
Federal  employment. 

Pav  group  -  Two  letter  input  in  first  two  blocks  (i.e.,  GS,  GM,  UG, 
WL,  etc).  If  pay  group  of  current  or  last  employment 
consists  of  3  or  more  characters,  enter  the  first  two 
characters  in  the  spaces  provided. 

Series  -  Five  digit  input  in  the  3rd  through  7th  blocks.  Leave 
blank  any  unused  blocks  -  Do  not  add  zeros  to  fill  in 
blanks . 

Grade  -  Last  two  spaces  are  provided  foi  the  grade.  If  below  grade 
10,  show  as  a  single  grade  in  the  last  box. 

14  POSITION  -  EnteL  as  much  ol  the  registrant  s  job  title  and 
option,  if  any,  as  possible.  Leave  blank  space  between  segments  of 
title  and  option. 

15  NATURE  OF  WORK  -  Code  nature  ot  work  in  which  employed.  Leave 
blank  if  registrant  does  not  properly  belong  in  one  of  these  four 
groups. 

Code  S  -  Staff  -  duties  performed  in  support  ot  a  Headquarters, 
Administrative  Office  or  Management  function 
Code  0  -  Operations  -  duties  performed  in  the  actual  accomplishment 
of  mission  operations. 

Code  R  -  Research  and  Development  -  duties  performed  in  study  and 
investigation  undertaken  to  establish  facts  or  principles 
and  use  of  gained  information  in  development  of  a  finished 
product  or  system. 

Code  T  -  Trainee  -  Management  Intern  or  other  similar  formal 
training  program. 

lb  SALARY  -  Enter  the  registrant’s  current  oi  last  annual  salary. 
For  hourly  employees,  compute  salary  by  multiplying  2087  hours  times 
hourly  rate. 

17  PHYSICAL  HANDICAP  -  Enter  the  applicable  two  digit  code  listed  in 
Appendix  C. 

18  EDUCATION  -  Enter  one  of  the  following  codes  to  indicate 
schooling  completed: 

1  -  Non-high  school  graduate 

2  -  High  school  graduate  (or  equivalent) 

3  -  Some  college  -  no  degree 

4  -  Junior  college  -  2  years 

5  -  College  graduate 
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19  DEGREE  -  [f  a  4  oi  9  is  entered  in  Education.  •■•niei  one  of  the 
following  codes  to  indicate  the  highest  degree  Held  by  the 
registrant : 

A  -  Associate  Degree  B  -  Bachelor’s  Degree 
M  -  Master’s  Degree  D  -  Doctorate  Degree 

20  COLLEGE  MAJOR  -  Encet  the  major  field  of  study  if  you  entered  a  4 
or  5  in  entry  20  above.  This  is  a  20  space  narrative  field, 
therefore,  enter  the  actual  major  field  of  study  (i.e.,  History, 
Nursing,  Elec  Engineering). 

21  SERVICE  COMPUTATION  DATE  -  This  is  the  date  used  ro  determine  the 
amount  of  creditable  Federal  service  for  reduc t ion- i n- torce  purposes 
excluding  any  additional  credit  for  performance  ratings,  whether  an 
employee  with  career/career  conditional  status  or  an  excepted 
employee  with  personal  career/career  conditional  status.  Enter  last 
two  digits  of  year  first,  then  01  through  12  for  month,  and  lastly  01 
through  31  for  day,  in  that  order.  Leave  blank  for  reinstatement 
eligibles. 

22  SECURITY  CLEARANCE  -  Enter  the  appropriate  code  which  describes 
the  registrant’s  current  security  clearance  status.  Leave  blank  for 
reinstatement  applicants. 

V-Crypto  T-Top  Secret  S* Secret  C-Conlidential  N-None 

23  TENURE  GROUP  -  Career,  career-conditional,  and  excepted  employees 
will  be  coded  with  a  tenure  group  and  subgroup  code  to  correspond 
with  those  outlined  in  FPM  Chapter  351,  Subchapter  3,  as  follows: 

1A  -  Career  Veteran*  IB  -  Career  Non  Veteran 
2A  -  Career-Conditional  Veteran*  2B  -  Career-Conditional 

Non-Veteran 

3A  -  Excepted  Veteran*  3B  -  Excepted  Non-Veteran 

*includes  preference  eligible  having  compensable  service  connected 
disability  of  30%  or  more.  Leave  blank  for  reinstatement  eligibles. 

24  through  26  JOB  EXPERIENCE  -  Enter  the  time  period,  showing  the 
"from"  and  "to"  by  year  and  month  (can’t  be  left  blank  nor  can  the 
word  "present"  be  used)  and  the  job  title  fm  work  experience 
obtained  in  Federal  service  or  private  industry-  The  most  recent 
experience  must  be  shown  first. 
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27  through  29  SKILLS  -  This  item  provides  tot  registration  up  to 
three  skills. 

a.  DoD  employees  may  be  registered  tor  those  skills  -  pay 
group,  series,  grade,  option  (it  any)  -  and  country  locations  for 
which  fully  qualified  which  their  component  has  entered  on  the  OEP 
Acceptance  List  or  current  OEP  Positive  Recruiting  Lisi  (PRL).  These 
employees  may  also  be  registered  for  skills  on  those  lists  which  have 
been  identified  as  being  available  for  registrations  from  non- 
componeiu  sources.  Non  DoD  Federal  employees  and  reinstatement 
eligibles  may  only  registet  tot  those  skills  appearing  on  the  OEP 
Acceptance  List  or  current  PRL  which  are  identified  as  being 
available  for  registrations  from  non-component  sources  (See  Chapter 
7,  para  B).  The  following  procedures  will  be  followed  in  coding 
Items  27,  28,  and  29. 

(1)  Pay  Group  -  Entei  the  Pay  Group  as  i t  appears  on  the 
OEP  Acceptance  List  or  current  OEP  PRL. 

(2)  Series  -  Enter  the  series  as  it  appears  on  the  OEP 
Acceptance  List  or  current  PRL. 

(3)  Option  Codes  -  Enter  the  option  code(s),  if  any,  as 
reflected  on  the  OEP  Acceptance  List  or  current  OEP  PRL.  Option 
codes  other  than  those  in  Appendix  D  may  be  used  in  the  manner/ 
combination  as  they  appear  on  the  OEP  Acceptance  List  or  PRL.  Leave 
these  6  spaces  blank  if  no  option  codes  are  listed  with  the  skill. 

(4)  High  Grade  -  Enter  the  highest  grade  for  which  the 
registrant  is  qualified  by  meeting  all  qualification  and  legal 
requirements  under  current  0PM  regulations.  This  grade  level  may  not 
exceed  the  highest  grade  for  the  position  shown  on  the  OEP  Acceptance 
or  Position  Recruitment  Lists. 

(5)  Lowest  Grade  -  Enter  the  lowest  grade  acceptable  to 
the  registrant  reflected  on  the  OEP  Acceptance  List,  or  current  PRL, 
for  the  skill  for  which  registered. 
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(6)  Years  Experience  -  Foi  General  Schedule  skills, 
enter  the  total  number  of  years  of  creditable  specialized  experience 
as  defined  in  the  appropriate  0PM  qualification  standards.  Six 
months  or  more  will  he  counted  as  one  full  yeai .  II  the  registrant 
has  less  than  6  months  specialized  experience  in  the  skill,  leave 
these  spaces  blank.  The  specialized  experience  shown  must  always 
equal  or  exceed  the  minimum  requirement  undei  applicable  0PM 
Standards  for  the  high  grade  for  which  being  registered.  For  Wage 
Grade  skills,  enter  the  total  number  of  years  the  registrant  actually 
held  such  a  position.  If  the  registrant  has  uevei  held  the  Wage 
Grade  position,  leave  these  spaces  blank. 

(7)  Highest  Grade  Held  -  Entei  the  highest  grade  the 
applicant  has  held  in  the  Federal  service  for  the  skill  for  which 
being  registered.  It  the  applicant  has  never  held  the  skill  in  the 
Federal  Service,  leave  these  spaces  blank. 

30  and  31  ADDITIONAL  EMPLOYEE  INFORMATION/SPECIAL  QUALIFICATIONS  - 

Enter  pertinent  additional  information  or  special  qualifications  such 
as  licenses,  training,  ratings,  certificates,  special  language 
skills,  etc.  -  that  are  related  to  positions  for  which  the  applicant 
is  registering.  If  available  for  GS  supervisory  and/or  GM  positions, 
enter  "Avail  for  supervisory"  and/or  "Avail  foi  GM".  Enter  one 
letter  in  each  box  and  leave  one  space  between  each  word  and 
abbreviate,  if  necessary. 

32  RE-EMPLOYMENT  RIGHTS  REQUIRED  -  Due  to  the  granting  of 
re-employment  rights  across  component  lines,  this  Item  will  be  left 
blank  for  all  registrants. 

33  REDUCTION  IN  FORCE  (RIP1  -  If  individual  is  currently  in  receipt 
of  a  RIF  notice  advising  of  pending  separation  or  change  to  lower 
grade,  or  has  been  separated  under  RIF  notice,  enter  Y  for  Yes.  If 
the  registrant  is  not  in  receipt  of  such  notice  or  has  not  been 
separated  by  reduction-in-force,  enter  N  for  No.  This  Item  must  be 
kept  current  by  submission  of  a  File  Maintanance  to  reflect  any 
change  in  status. 

34  through  37  These  Items  will  be  completed  loi  registrants  who 
have  worked  overseas  in  a  military  or  civilian  capacity,  regardless 
of  whether  or  not  the  tour  was  completed.  Leave  blank  if  applicant 
has  not  worked  overseas. 
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34  LAST  OVERSEAS  TOUR  TYPE  -  Eritei  one  of  the  loilowing  codes  to 
identify  type  of  overseas  tour: 

a •  C  -  US  Government  Civilian  Employee 

b.  M  -  Military  Member  of  US  Armed  Forces 

c.  P  -  Employee  of  firm  under  contract  to  US 

d.  0  -  American  citizen  working  in  overseas  location  in 
capacity  other  than  the  three  listed  above. 

35  COUNTRY  -  EnteL  the  appropriate  two-charac < ei  count ty  code  from 
Appendix  C  for  the  country  in  winch  applicant  was  employed.  (NOTE: 
If  other  than  country  code  listed,  enter  00  in  this  item;. 

36  COMPONENT  -  11  the  registrant’s  type  ol  overseas  ioui  is  C  or  M, 
enter  the  code  from  Appendix  C  for  the  component  of  the  Service  in 
which  employed.  Leave  blank  if  the  type  of  overseas  tour  is  P  or  0. 

37  DATE  DEPARTED  AND  DATE  RETURNED  -  Enter  the  yeai  and  month  that 
the  registrant  departed  the  US  in  the  first  four  spaces.  In  the  last 
four  spaces  enter  the  year  and  month  the  registrant  returned  to  the 
US  from  his/her  last  overseas  tour. 

38  through  40  -  These  Items  to  be  compieteo  rot  reinstatement 
eligibles  only. 

38  COMPONENT  -  Enter  the  appropriate  code  from  appendix  C  to 
indicate  which  DoD  component  or  Federal  agency  employed  the 
registrant  at  the  time  of  the  registrant’s  last  separation. 

39  TOTAL  MONTHS  SERVICE  -  Enter  the  total  creditable  number  of 
months  of  Federal  civilian  service  as  a  three  digit  number  using 
zeroes  as  necessary.  For  example:  7  months  of  Federal  civilian 
service  would  be  coded  007  or  38  months  coded  as  038. 

40  YEAR  SEPARATED  -  Enter  the  last  two  digits  ot  the  calendar  year 
in  which  the  registrant  was  last  separated  from  Federal  civilian 
service. 

41  through  43  -  These  Items  will  be  used  to  identify  country 
selections  and  to  limit  referral  to  a  single  component’s  activities 
within  the  countries  selected. 
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41  COMPONENT  -  This  space  may  be  coded  to  J  inn  i  reteiral  to  overseas 
activities  within  a  single  component  in  the  country  or  countries 
selected.  Leave  blank  when  registrant  is  eligible  tor  and  willing  to 
be  referred  to  more  thai  one  component.  The  authorized  codes  are: 
"A"  (Army);  "N"  (Navy);  ”F"  (Air  Force);  and  "S"  (Defense  Logistics 
Agency) . 

42  and  43  COUNTRY  SELECTIONS  -  Space  is  provided  loi  selection  of 
not  more  than  28  overseas  locations  listed  in  Appendix  C.  Acceptance 
List  and  PRL.  Only  these  codes  may  be  used.  Use  of  codes  other  than 
the  established  codes  will  result  in  rejection  oi  the  legistration  by 
the  computer. 

J.  FILE  MAINTENANCE  INSTRUCTIONS 

1.  BBS  Instructions  -  Changes  to  cuiteni  registrations  through 
the  BBS  will  be  made  by  following  procedures  out  anted  in  the 
Automation  Procedures  Manual. 

2.  Manual/Maii  instructions  -  it  sending  a  file  maintenance  by 
mail,  the  "File  Maintenance"  block  located  in  the  upper  right  hand 
corner  of  Format  #2  must  be  checked.  In  addition,  Items  U1 ,  02,  03, 
04,  05,  and  06  must  be  completed  along  with  the  entire  line  of  the 
"changed"  Item. 

a.  After  completion  of  these  Items,  go  to  cut:  icem  (s)  to 
be  changed  and  complete  the  ENTIRE  Item  line.  A  change  to  any  part 
of  an  Item  deletes  data  previously  contained  in  that  Item  line.  In 
addition,  any  change  to  Items  41  through  43  will  automatically  delete 
previous  data  contained  in  the  entire  area:  therefore,  it  is 
necessary  to  recode  all  data  for  I  terns  41  through  43  when  any  change 
is  made. 

b.  If  an  Item  is  to  be  deleted,  show  an  asterisk  (*)  in  the 
first  entry  of  the  Item  to  be  deleted. 
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3.  USE  OF  FILL  MAINTENANCE  TO  EXTEND  REGISTRATION  IN  THE  PEP 
FOR  ONE  YEAR 

Registering  civilian  personnel  offices  will  De  notified  by  a 
Registration  Update  Notification  Listing  of  those  registrants  who 
have  been  in  the  OEP  for  11  months.  The  CPO  should  first  determine 
whether  the  registrant(s)  desires  to  have  the  registration  data 
extended  for  an  additional  year.  For  those  who  desire  extended 
registration,  the  CPO  should  review  the  resume  data  to  determine 
which  data  are  to  be  updated.  To  make  changes,  ompletion  of  a 
Registration/File  Maintenance  Format  #2  must  in  completed  and 
submitted  to  DDSC.  If  the  file  maintenance  is  received  and  processed 
by  DDSC  before  the  end  of  the  12th  month  oi  Mie  applicant’s 
registration,  the  file  maintenance  will  serve  re  extend  the 
registration  in  the  OEP  foi  an  additional  yeai  .  tile  maintenance 
containing  a  change  to  any  Item  that  is  submitted  during  the  year 
will  set  /e  to  update  an  OEP  registration  for  a  veai  from  the  date 
processed  by  DDSC.  An  updated  Resume  Audit  with  the  annotation 
"Registration  Renewed"  will  be  forwarded  to  the  registering  CPO.  If 
the  Format  #2  isn’t  received  at  DDSC  before  the  end  of  the  12th 
month,  the  registrant  will  be  deleted  from  the  OEP  by  automatic 
computer  action  and  future  registration  will  require  submission  of  a 
newly  completed  Format  #2  to  DDSC. 

K.  REGISTRANT  AND  CIVILIAN  PERSONNEL  OFFICIAL'S  CERTIFICATION 

1.  In  ordei  to  assure  that  an  individual  is  aware  of  the 
obligations  for  registration  and  that  the  information  provided  is 
properly  coded  and  reviewed,  signatures  of  the  registrant  and  the 
Civilian  Personnel  official  lesponsible  foz  registering  the  applicant 
are  required. 
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CHAPTER  8 

INSTRUCTIONS  FOR  COMPLETING  REGISTRATION 


A.  REGISTRATION 

1.  Regis t rat i on/F i le  Maintenance  Format  #1  wiii  be  used  by  DoD 
civilian  personnel  otlices  tor  both  BBS  and  mail  submission  of 
registrations  into  any  of  the  programs  covered  by  this  manual  except 
the  Overseas  Employment  Program  ("B"  Program).  (Specifics  for  the 
"B"  program  are  covered  in  Chapter  /).  Instructions  tor  completing 
Format  #1  are  found  in  this  chapter  with  specifics  for  each 
particular  program  covered  in  the  appropriate  appendix.  Upon 
completing  the  registration,  transmission  by  BBS  to  DDSC  will  be  made 
in  accordance  with  the  DDSC  Bulletin  Board  System  (BBS)  Automation 
Guide  for  Using  the  Register  Software  Program.  For  those  not 
connected  to  BBS,  Format  #1  should  be  mailed  to:  Defense  Data 
Support  Center,  Attn:  DDSC,  200  Freedom  Rd,  Suite  1,  Dayton,  Ohio 
45444-5310. 

2.  The  Defense  Outplacement  Referral  System  (DORS)  uses 
Format  #1  and  the  same  electronic  system  with  data  tlowing  in  and 
out  of  DDSC  in  Dayton  hut  is  a  separate  program  from  the  PPP  and  is 
covered  by  separate  instructions.  For  information  on  DORS,  refer  to 
the  DORS  Users  Guide. 


B.  REGISTRATION  INSTRUCTIONS 

The  following  information  provides  an  explanation  tor  each  entry 
to  be  completed  in  the  registration  process.  Each  entry  is  preceded 
by  a  number  which  is  the  "Item"  number  for  that  particular  entry  of 
data  and  will  be  referenced  throughout  this  manual.  Specifics  on 
each  item  are: 

01  REGISTERING  ACTIVITY  CODE  -  Four  character  code  assigned  to  the 
registering  activity.  (Last  digit  must  be  an  "A".) 

02  REGISTERING  CPO  CONTACT  -  Last  name  then  first  name  of  the 
individual  at  the  registering  activity  who  should  be  contacted  for 
additional  information  or  offers. 

03  CPO  CONTACT  PHONE  NUMBER  -  Use  CPO  area  code  and  commercial 
number  if  registrant  is  in  "A"  program  and  available  for  non  DoD 
and/or  private  sector;  otherwise  you  may  use  Autovon.  For  overseas 
activities,  omit  country  code  and  show  number  starting  in  first  box 
and  continuing  to  the  right. 

04  SOCIAL  SECURITY  NUMBER  OF  REGISTRANT  -  The  nine  digit  social 
security  number  of  individual  who  is  registering  which  is  the  primary 
identification  source  for  every  registrant. 
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05  PROGRAM  CODE  -  In  order  to  identify  the  program  in  which  an 
individual  is  to  be  registered,  specific  codes  have  been  assigned,  as 
follows: 

"A"  -  Priority  Placement  Program  (Pi’P) 

"B"  -  Overseas  Employment  Program  (OEP) 

"R"  -  DoD  Placement  Plan  £ol  Employees  Under  Grade  Retention 
"C"  -  Air  Force  Status  Quo  Program 

"G"  -  National  Guard  Technician  Disability  Placement  Program 

"D"  -  Army  Military  Technician  Program 

"F"  -  Army  Family  Member  Priority  Placement  Program 

"S"  -  Military  Spousal  Preference  Program 

"K"  -  National  Guard  Technician  Employment  Program 

06  NAME  OF  REGISTRANT  -  Last  name,  first  name  then  middle  initial  of 
registrant,  in  that  order. 

07  STREET  ADDRESS  -  Registrant’s  current  street  or  mailing  address. 
Abbreviations  may  be  used  to  conserve  space,  i.e.,  St  for  Street. 
This  Item  may  be  left  blank  for  registrants  from  overseas  activities. 

08  CITY  -  The  city  in  which  the  street  address  is  located.  This 
Item  may  be  left  blank  for  registrants  from  overseas  activities. 

09  STATE  -  The  state  m  country  code  (from  Appendix  C)  for  the 

registrant's  current  address. 

10  ZIP  -  Registrant’s  5  digit  zip  code  (if  overseas,  AP0/FP0 

number) . 

11  TELEPHONE  -  Enter  registrant’s  area  code  and  commercial  number 

if  in  "A"  program  and  available  for  non  DoD  and/or  private  sector; 

otherwise  Autovon  may  be  used. 

12  COMPONENT  -  Appropriate  code  from  Appendix  C  of  present  or  former 
Federal  employer. 

13  PAY  GROUP.  SERIES.  GRADE  -  Current  permanent  or  last  permanent 
Federal  employment. 

Pav  group  -  Two  letter  input  in  first  two  blocks  (i.e.,  GS,  GM,  WG, 
WL,  etc).  It  pay  group  of  current  or  last  employment 
consists  of  3  or  more  characters,  enter  the  first  two 
characters  in  the  spaces  provided. 

Series  -  Five  digit  input  in  the  3rd  through  7th  blocks.  Leave 
blank  any  unused  blocks  -  Do  not  add  zeros  to  fill  in 
blanks . 

Grade  -  Last  two  spaces  are  provided  for  the  grade.  If  below  grade 
10,  show  as  a  single  grade  in  the  last  box. 
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14  POSITION  -  Enter  as  much  ot  the  registrant’s  job  title  and 
option,  if  any,  as  possible.  Leave  blank  space  between  segments  of 
title  and  option. 

15  NATURE  OF  WORK  -  Code  nature  of  work  in  which  employed.  Leave 
blank  if  registrant  does  not  properly  belong  in  one  of  these  four 
groups . 

Code  S  -  Staff  -  duties  performed  in  support  of  a  Headquarters, 
Administrative  Office  or  Management  function. 

Code  0  -  Operations  -  duties  performed  in  the  actual  accomplishment 
of  mission  operations. 

Code  R  -  Research  and  Development  -  duties  performed  in  study  and 

investigation  undertaken  to  establish  facts  in  principles 
and  use  of  gained  information  in  development  of  a  finished 
product  or  system. 

Code  T  -  Trainee  -  Management  Intern  or  other-similar  formal 
training  program. 

16  SALARY  -  Enter  the  registrant’s  current  or  last  annual  salary. 
For  hourly  employees,  compute  salary  by  multiplying  2087  hours  times 
hourly  rate. 

17  APPOINTMENT  ELIGIBILITY  -  This  is  the  appointabili ty  status  of 
the  registrant.  Enter  one  of  the  codes  which  best  identifies  the 
registrant’s  status. 

A  -  Career  (current  employee) 

B  -  Career-conditional  (current  employee) 

C  -  Executive  Order  12362  (as  amended)  eligible 
D  -  Reinstatement  Eligible 
E  -  Non  Status 
F  -  Excepted  Service 
G  -  Other  (VRA,  Handicapped  etc.) 

18  EXCEPTED  SERVICE  -  In  first  box  show  a  "Y"  if  currently  in  an 
excepted  service  position  or  "N"  if  not.  In  second  box  indicate  one 
of  the  following  letters  if  a  "Y"  was  shown  in  first  box: 

a  -  Excepted  Service  (eligible  only  for  excepted  service 
positions) 

b  -  Excepted  Service  (Civilian  Intelligence  Personnel  Management 
System  (CIPMS) 
z  -  Other 
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19  PHYSICAL  HANDICAP  -  Enter  the  applicable  two  digit  code  listed  in 
Appendix  C. 

20  EDUCATION  -  Enter  one  ot  the  following  codes  to  indicate 
schooling  completed: 

1  -  Non-high  school  graduate 

2  -  High  school  graduate  (or  equivalent) 

3  -  Some  college  -  no  degree 

4  -  Junior  college  -  2  years 

5  -  College  graduate 

21  DEGREE  -  If  a  4  or  3  is  entered  in  Education,  enter  one  of  the 
following  codes  to  indicate  the  highest  degree  held  by  the 
registrant : 

A  -  Associate  Degree  B  -  Bachelor’s  Degree 

M  -  Master’s  Degree  D  -  Doctorate  Degree 

22  COLLEGE  MAJOR  -  Enter  the  major  field  of  study  it  you  entered  a  4 
or  5  in  entry  20  above.  This  is  a  20  space  narrative  field, 
therefore,  enter  the  actual  major  field  of  study  (i.e.,  History, 
Nursing,  Elec  Engineering). 

23  SERVICE  COMPUTATION  DATE  -  This  is  the  date  used  to  determine  the 
amount  of  creditable  Federal  serv^-e  for  reduction-in-force  purposes 
excluding  any  additional  credit  tor  performance  ratings,  whether  an 
employee  with  career/career  conditional  status  or  an  excepted 
employee  with  personal  career/career  conditional  status.  Enter  last 
two  digits  of  year  first,  then  01  through  12  for  month,  and  lastly  01 
through  31  for  day,  in  that  order.  Leave  these  spaces  blank  for 
E.0.  12362,  as  amended,  eligibles. 

24  SECURITY  CLEARANCE  -  Enter  the  appropriate  code  which  describes 
the  registrant’s  current  security  clearance  status. 

V-Crypto  T-Top  Secret  S-Secret  C-Conf idential  N-None 

25  TENURE  GROUP  -  Career,  career-conditional,  and  excepted  employees 
will  be  coded  with  a  tenure  group  and  subgroup  code  to  correspond 
with  those  outlined  in  FPM  Chapter  351,  Subchapter  3,  as  follows: 

1A  -  Career  Veteran*  IB  -  Career  Non  Veteran 

2A  -  Career-Conditional  Veteran*  2B  -  Career-Conditional 

Non-Veteran 

3A  -  Excepted  Veteran*  3B  -  Excepted  Non-Veteran 

*includes  preference  eligible  having  compensable  service  connected 
disability  of  30%  or  more. 
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26  AWARDS  -  Entei  "Y"  tor  Yes  or  "N"  toj  No  to  indicate  whether 
registrant  has  received  any  awards  dining  the  past  lit  yeais  which  are 
pertinent  to  qualifications  tor  the  position(s)  tor  which  registered. 
Further  description  (i.e.,  QSI,  SSP,  etc)  may  be  shown  in  Item  39  or 
40. 

27  AVAILABLE  FOR  GM/ SUPERVISOR  OR  BOTH  -  Enter  appropriate  code. 

G  -  Available  for  GM  S  -  Available  for  Supervisory  Positions 
B  -  Both  (GM  and  Supv)  N  -  Not  available  for  either 

28  AVAILABLE  FOR  TEMPORARY  POSITION  -  Enter  a  "T"  it  available  tor  a 
temporary  position  in  the  commuting  area  or  an  "N"  it  nor  available. 

29  AVAILABLE  FOR  NON  DOD  FEDERAL  AGENCY  CONSIDERATION  -  Entry  for 
"A"  program  only.  Enter  a  "Y"  to  indicate  availability  for  non  DoD 
Federal  agency  positions  or  an  "N"  if  not  available.  II  a  registrant 
indicates  availability  and  has  a  spouse  who  plans  to  register  in  DORS 
for  referral,  the  registrant  has  the  option  of  indicating  an  "S"  in 
this  block.  This  will  alert  the  potential  employer  that  the 
registrant  has  an  accompanying  spouse  seeking  employment. 

30  AVAILABLE  POR  RESERVE  TECHNICIAN  -  Enter  "Y"  for  Yes  or  "N"  for 
No  to  indicate  whether  registrant  is  tentatively  eligible  for  and 
willing  to  actively  participate  as  a  Reserve  Technician  as  a 
condition  of  employment. 

31  through  33  JOB  EXPERIENCE  -  Enter  the  time  period,  showing  the 
"from"  and  "to"  by  year  and  month  (can’t  be  left  blank  nor  can  the 
word  "present"  be  used)  and  the  job  title  tor  work  experience 
obtained  in  Federal  service  or  private  industry.  The  most  recent 
experience  must  be  shown  first. 

34  through  38  SKILLS  -  This  item  provides  for  registration  for  up  to 
five  skills  in  the  PPP. 

a.  Registrants  who  are  to  be  rated  for  Wage  Grade  skills 
will  be  rated  under  the  Job  Element  procedures  contained  in  0PM 
Handbook  X-118C,  Job  Qualification  System  for  Trades  and  Labor 
Occupations.  Civilian  personnel  officials  should  consider  the 
knowledges,  skills,  and  abilities  in  determining  the  Wage  Grade 
positions  for  which  a  employee  is  to  be  registered.  Registrants  who 
have  basic  eligibility  for  a  Wage  Grade  position  under  the  Job 
Element  method  should  qualify  for  the  same  position  at  another 
installation.  Requirements  for  like  Wage  Grade  jobs  throughout  DoD 
should  be  similar.  The  prime  consideration  will  be  the  registrant’s 
ability  to  do  the  work,  and  eligibility  for  the  position  will  be 
determined  on  that  basis.  General  Schedule  employees  may  be 
registered  for  those  acceptable  Wage  Grade  positions  for  which  fully 
qualified  and  gaining  activities  will  make  determination  whether  the 
offer  constitutes  a  promotion  based  on  their  local  wage  scale. 
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b.  Registration  in  the  program  can  be  effected  for  GS,  VG 
and  WL  (Grade  15  and  below),  VS  (Grade  19  and  below),  and  special 
Wage  Grade  pay  systems,  e.g.,  WD,  VJ,  WK,  etc.,  with  applicable  grade 
levels.  GM  employees  may  be  registered  for  any  appropriate  pay 
system  and  grade,  and  indication  of  availability  tor  GM  positions 
must  be  included  in  Item  27  of  Format  #1  when  the  registrant  is 
available  for  such  positions. 

c.  Registering  civilian  personnel  officials  have  the 
responsibility  to  determine  and  register  individuals  tor  those  series 
and  grades  ( not  to  exceed  the  present  grade)  foi  which  fully 
qualified.  As  a  minimum.  employees  are  to  he  registered  for  their 
current  skill.  Exceptions  to  this  require  approval  of  the  Zone 
Coordinator . 

d.  If  the  registrant  has  less  than  five  skills,  complete 
only  those  required  and  leave  the  remaining  -  I  terns  blank.  If  an 
employee  has  more  than  five  skills,  the  five  most  likely  to  provide 
an  opportunity  of  continued  employment  in  the  registrant’s  selected 
area(s)  should  be  used. 

e.  A  registrant  who,  at  the  time  of  registration  in  the  PPP 
occupies  a  position  or  has  occupied  a  position  within  the  past  three 
years,  for  which  a  performance  test  is  required  will  be  considered  as 
having  met  the  performance  test  requirement  it  performance  has  been 
satisfactory.  Other  registrants,  who  have  not  occupied  such 
positions  or  passed  required  performance  tests  within  36  months 
preceding  registration,  will  not  be  registered  for  positions 
requiring  a  performance  test  until  test  requirements  have  been 
satisfactorily  met.  In  accordance  with  X-118.  proficiency 
requirements  may  be  met  for  Clerk  Typist,  Clerk  Stenographer,  Data 
Transcriber  and  positions  with  parenthetical  titles  of  (Typing), 
(Stenographer),  or  (Data  Transcription)  by  self  certification  of  the 
registrant.  However,  it’s  important  that  activities  use  judgement, 
in  that,  individuals  must  have  something  in  their  background  that 
supports  the  self  certification. 

f.  Skills  1  through  5  provide  spaces  for  registering  an 
employee  for  up  to  five  skills  and  grades  (not  to  exceed  the  current 
grade)  for  which  the  registrant  meets  appropriate  Civil  Service 
qualification  standards  and  which  are  acceptable  to  the  registrant 
except  as  stated  herein.  Employees  are  to  be  registered  only  for 
positions  for  which  they  are  sufficiently  well  qualified  to  be 
completely  acceptable  in  such  positions  at  the  registering  activity. 
Qualifications  standards  used  for  RIF  assignment  are  not  to  be 
automatically  used  for  qualification  determination  in  the  PPP.  As  a 
rule,  a  significant  factor  in  the  selection  of  skills  for  registering 
is  recency  of  experience.  This  factor  will  be  considered  carefully 
in  the  skill  registration  process.  Under  no  circumstance  will  a 
person  be  registered  in  the  program  for  a  skill  for  which  that  person 
does  not  meet  all  qualifications  and  legal  requirements,  including 
normal  physical  requirements.  The  following  procedures  should  be 
followed  in  completing  skills  1  through  5  for  all  programs  except 
DORS  (review  the  DORS  Users  Guide)  and^OEP  (review  Chapter  7). 
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(1)  Pay  Group  -  Entei  the  appropriate  pay  group.  (Use 
GS  in  lieu  of  GM) 

Examples:  GS  (General  Schedule),  UG  (Wage  Grade),  WL  (Wage  Leader), 
US  (Wage  Supervisor),  WM  (Maritime),  UN  (Production  Facili tating- 
Supervisory) . 


(2)  Series  -  Enter  the  series  in  accordance  with  0PM 
Classification  Standard  Handbooks.  Enter  series  from  left  to  right 
beginning  in  the  first  space  of  five  spaces  provided.  For  series 
less  than  five  digits,  Leave  unused  spaces  blank. 

(a)  Employees  who  are  qualified  and  available  for 
occupational  series  covered  by  OPM's  X-118  Clerical  and 
Administrative  Support  Standard,  at  grades  1,  2,  3.  or  4  should 
register  as  follows:  1)  GS-300  without  an  Option  will  be  used  for 
employees  who  are  available  for  all  series,  covered  by  the  standard, 
that  do  not  require  specific  proficiency  (i.e.,  typing,  steno,  etc.) 
2)  GS-300  with  an  appropriate  option  code  (i.e.,  typing  -  TYA, 
stenography  -  STC,  or  data  transcriber  -  DAT)  will  be  used  for 
employees  who  are  available  for  all  covered  series  with  the  same 
proficiency  requirements  or  option  codes  (i.e.,  GS-300  TYA  should  be 
used  for  employees  available  for  any  occupational  series  covered  by 
the  standard  which  requires  typing  proficiency).  3)  Employees  vho 
do  not  desire  consideration  for  all  series,  but  who  want 
consideration  for  one  or  more  specific  covered  series,  must  be 
registered  for  each  individual  series  on  separate  skill  lines 
(include  option  codes  as  applicable).  In  addition,  registrants  who 
desire  consideration  as  a  GS-2091,  Sales  Store  Clerical,  must 
register  for  the  skill  separately  since  it  is  not  included  under  the 
GS-300  for  PPP  purposes. 

(b)  Registrants,  who  qualify  for  noii-supervisory 
Wage  Grade  positions  and  wish  to  be  considered  foL  all  Wage  Grade 
series  that  do  not  require  motor  vehicle  or  sewing  machine  operation 
may  be  registered  for  WG-00000  grades  1  through  4  (not  to  exceed 
current  grade).  Such  employees  may  also  be  registered  for  specific 
series  for  which  qualified  at  grade  levels  not  to  exceed  current 
grade. 


(c)  Registrants  who  are  qualified  for  a  Trades  and 
Crafts  Helper  position,  WG-5  level,  and  wish  to  be  considered  for  all 
Trades  Helper  positions  WG-5  may  be  registered  for  UG - 0 1  111.  (This 
does  NOT  include  Warehouse  Worker,  Motor  Vehicle  Operator,  or 
Forklift  Operator  positions.  You  must  register  foi  these  using  the 
specific  series).  Registration  in  the  WG -01111  is  limited  to  the 
WG-5  level.  Such  employees  may  also  be  registered  for  specific 
series  for  which  qualified  but  in  either  instance  not  to  exceed 
current  grade. 
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(3)  Option  Codes  •  Enter  the  appropriate  three  character 
option  code(s)  from  Appendix  D.  Only  those  option  codes  appearing  in 
Appendix  D  may  be  used  for  PPP  registration.  Option  Codes  are  to  be 
used  only  with  the  General  Schedule  series  under  which  they  are 
listed,  with  the  exception  of  TRA,  Trainee  Option,  which  may  also  be 
used  with  Wage  Grade  series. 

(a)  Specific  option  codes  toi  specific  series  are 
listed  in  Appendix  D.  They  identify  special  skill  requirements  for 
positions  for  which  registrants  are  permitted  to  registei,  provided 
they  qualify.  The  option  codes  are  purposely  limited  to  those  series 
for  which  the  components  indicated  a  need  tor  furthei  description. 
If  only  one  option  code  is  necessary  to  describe  the  registrant’s 
qualifications,  enter  it  in  the  first  three  spaces  provided.  A 
combination  of  two  options  may  be  used  with  appropriate  skills,  as 
long  as  the  registrant  qualifies  for  both.  I"f  no  option  code  is 
necessary  to  describe  the  registrant’s  qualifications  or  if  the 
registrant  is  a  generalist  in  the  series,  leave  these  six  spaces 
blank.  Options  authorized  for  use  with  engineering  series  are  not  to 
be  used  with  an  engineering  series  which  has  the  same  definition. 
Example:  Do  not  use  ELD,  Electronics  option,  with  Electronics 
Engineer  Series  GS-855. 

(b)  The  option  of  Trainee,  Option  Code  TRA,  in 
Appendix  D,  may  be  coded  with  any  General  Schedule  or  Wage  Grade 
series.  Its  purpose  is  to  identify  skills  of  registrants  who  are 
currently  in  formal  training  programs  (such  as,  apprentice, 
worker-trainee,  management  intern,  etc.). 

(c)  The  options  of  Typing,  Option  Code  TYA, 
Stenography,  Option  Code  STC,  and  Data  Transcribing,  Option  Code  DAT, 
may  be  used  with  any  appropriate  General  Schedule  Series.  They  are 
not  appropriate  for  use  with  every  series.  For  example:  The  option 
of  typing,  Option  Code  TYA,  would  not  be  used  with  a  GS-201-13, 
Civilian  Personnel  Officer  position.  The  GS-318  Secretary  series 
must  be  coded  with  either  the  STC-Stenography  Option  or  TYA-Typing 
Option. 


(d)  Individuals  showing  Typing  (TYA)  option  after 
any  appropriate  series  will  automatically  be  considered  for  that 
skill  not  requiring  typing.  (Example:  If  an  activity  has  a 
GS-303-4  vacancy,  individuals  registered  for  GS-303-4  TYA  will  be 
referred . ) 
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(e)  The  GS-201,  Personnel  Management.  and  the 
GS-801,  General  Engineering  series,  normally  have  two  options  or  no 
options  with  the  following  exceptions: 

_l_  The  "CPO",  Civilian  Personnel  officer,  and 
the  "PSM",  Personnel  Systems  Manager,  may  be  used  as  a  single  option 
with  the  GS  201  series.  The  "CPO"  option  code  will  never  be  used  in 
combination  with  other  options  in  the  GS  201  series,  whereas  the 
"PSM"  option  code  may  be  used  in  conjunction  with  another  code. 

A  single  commodity  option  rode  may  be  used 
with  the  GS  801  series.  Commodity  options  are  as  follows:  CHD,  CST, 
INC,  MIB,  ORB,  SHB,  and  WAB. 


_3_  The  Trainee  Option, 
a  single  code  with  either  series. 


TRA,  mav  be  entered  as 


(t)  Registrants  should  be  counseled 
series,  option  code(s),  as  well  as  acceptable  grade 
requisition  before  their  skills  will  be  referred 
positions.  For  example,  the  registrant,  who  is  only 
GS- 1670-AUD- 1 1 ,  Equipment  Specialist,  Automotive  Op 
will  not  be  referred  against  a  vacant  position  a 
location  for  a  GS- 1670- 1 1 ,  Equipment  Specialis 
However,  the  registrant  could  also  be  registered 
Equipment  Specialist,  with  no  option,  provided 
qualifies  as  a  generalist,  and  could  then  be  re 
positions. 


that  pay  group, 
(s)  must  match  a 
against  vacant 
registered  for  a 
tion,  Grade  11, 
t  an  acceptable 
t,  Generalist, 
as  GS- 1670- 1 1 , 
the  registrant 
ferred  for  both 


(g)  Registrants  qualified  and  registered  for  two 
options  in  the  same  series  as  a  single  skill,  for  example,  the 
Quality  Assurance  Specialist,  GS- 1910-11,  with  two  options  of 
Electrical,  Code  ELA,  and  Mechanical,  Code  MEA,  reflected,  will  be 
referred  against  vacancies  requiring  both  options  or  one  of  the  two 
options . 


(4)  High  Grade  -  Enter  the  highest  grade,  not  exceeding 
the  registrant's  current  permanent  grade,  or  retained  grade,  if 
appropriate,  for  which  the  registrant  qualifies  under  0PM  standards. 
Linder  the  General  Schedule,  grades  are  limited  to  GS-01  through  15. 
Do  not  enter  a  grade  to  which  the  registrant  may  have  been 
temporarily  promoted  or  a  higher  grade  previously  held,  other  than  a 
Retained  Grade. 
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(5)  Lowest  Grade  -  This  will  be  the  lowest  grade  lor 
each  skill  for  which  the  employee  will  accept  an  offer  of  continued 
employment,  but  not  to  exceed  the  equivalent  of  three  General 
Schedule  grades  below  the  grade  level  to  which  permanently  assigned 
at  the  time  of  registration.  The  number  of  grade  levels  between 
General  Schedule  and  Federal  Wage  System  (FWS)  or  between  FWS 
positions  will  be  determined  by  formula  in  Chapter  i,  paragraph  A7b. 
It  must  never  exceed  the  high  grade.  Employees  will  not  be 
registered  for  any  lower  grades  available  to  them  by  RIF  or 
reemployment  rights  assignment.  For  example,  an  employee  scheduled 
for  demotion  from  GS-13  to  GS- 1  1  could  be  registeied  for  Grades  12 
and  13.  NOTE:  Employees  offered  part-time  positions  in  RIF  will  have 
the  lowest  grade  computed  as  described  in  Cliaptei  paragraph  A7c. 

(6)  Years  Experience  -  For  General  Schedule  skills, 
enter  the  total  number  of  years  of  creditable  specialized  experience 
as  defined  in  the  appropriate  0PM  qualification  standards.  Six 
months  or  more  will  be  counted  as  one  full  year.  If  the  registrant 
has  less  than  6  months  specialized  experience  in  the  skill,  leave 
these  spaces  blank.  The  specialized  experience  shown  must  always 
equal  or  exceed  the  minimum  requirement  under  applicable  0PM 
Standards  for  the  high  grade  tor  which  being  registered.  For  Wage 
Grade  skills,  enter  the  total  number  of  years  the  registrant  actually 
held  such  a  position.  If  the  registrant  has  never  held  the  Wage 
Grade  position,  leave  these  spaces  blank. 

(7)  Highest  Grade  Held  -  Enter  the  highest  grade  in  the 
skill  the  registrant  has  held  in  the  Federal  Service.  If  the 
registrant  has  never  held  the  skill  in  the  Federal  Service,  leave 
these  spaces  blank. 

39  and  40.  ADDITIONAL  EMPLOYEE  INFORMATION/SPECIAL  QUALIFICATIONS  - 

Enter  pertinent  additional  information  or  special  qualifications  such 
as  licenses,  training,  ratings,  certificates,  etc.  -  that  are  related 
to  positions  for  which  employee  is  registering.  Enter  one  letter  in 
each  box  and  leave  one  space  between  each  word  and  abbreviate,  if 
necessary. 


41  through  46  -  These  Items  will  be  completed  for  registrants  in  all 
Programs. 

41 .  SEPARATION/EPFECTIVE  DATE  OP  CHANGE  TO  LOWER  GRADE  DATE  - 


a.  Displaced  Employees. 

(1)  Program  A  For  both  voluntary  and  involuntary 
registrants  enter  the  date  the  registrant  is  to  he  separated  from 
activity  rolls  as  a  result  of  RIF,  base  closure,  failure  to  accompany 
transfer  of  function,  or  effective  date  of  change  to  lower  grade/ 
part-time  position,  or  effective  date  of  furlough  for  six  months  or 
longer.  Employees  must  be  registered  prior  to  the  effective  date  of 
separation  or  change  to  lower  grade  or  part-time  position. 
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(2)  Program  k  -  See  Appendix  B 

(3)  Program  0  See  Appendix  F 

(4)  Program  D  -  See  Appendix  J 

b.  Nondisplaced  Overseas  Employees. 

(1)  For  nondisplaced  employees  returning  to  CONUS  after- 
completion  of  one  or  more  tours,  the  date  must  be  ieti  blank. 

(2)  For  nondisplaced  employees  who  are  ramify  members  of 
OoD  personnel,  enter  the  date  LWOP  begins. 

(3)  For  nondisplaced  employees,  or  former  employees  who 
meet  the  appointment  eligibility  of  EG  12362-r  as  amended,  who  are 
family  members  of  DoD  personnel,  enter  the  family  member’s  date  of 
registration. 

c .  Special  Programs 

(1)  Panama  Canal  Commission  -  See  Appendix  E. 

(2)  National  Guard  Technician  -  See  Appendix  G . 

(3)  Department  of  the  Army  Family  Member  Priority 
Placement  Program  -  See  Appendix  A. 

(4)  Military  Spouse  Preference  Program  See  App2ndix  I 

(5)  National  Guard  Technician  Employment  Program  -  See 
Appendix  K. 

42.  PROGRAM  RELEASE  DATE  - 


a.  Displaced  Employees. 

(1)  Program  A  -  This  date  will  be  12  months  following 
the  date  the  registrant  affected  by  RIF  is  to  be  separated  from 
activity  rolls  or  the  effective  date  of  the  registrant’s  demotion. 
The  employee  who  declines  demotion  to  a  full-time  or  part-time 
position  may  remain  in  the  Program  for  1  year  following  scheduled 
separation  date.  The  release  date  for  employees  who  accept  part-time 
positions  in  RIF  will  be  the  date  the  placement  is  effective.  The 
release  date  for  involuntary  registrants  is  12  months  following  the 
date  the  registrant  is  to  be  separated  from  activity  tolls. 

(2)  Program  R  -  See  Appendix  B 

(3)  Program  C  -  See  Appendix  F 

b.  Nondisplaced  Overseas  Employees. 
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(1)  Fol  nondisplaced  employees  returning  to  CONUS  after 
completion  of  one  or  more  tours,  the  date  must  be  left  blank. 

(2)  I'lie  release  date  tor  overseas  employee  tamily  member 
registrants  is  one  year  from  the  date  LWOP  begins. 

(3)  The  release  date  tor  E0  12362  eligibies  is  one  year 
from  the  date  shown  in  Item  41. 

c .  Special  Programs 

(1)  Panama  Canal  Commission  •  See  appendix  L. 

(2)  National  Guard  Technician  -  See  appendix  G. 

(3)  Department  ot  the  Army  Family  MembeL  Priority 
Placement  Program  -  See  Appendix  A. 

(4)  Military  Spouse  Preference  Program  -  See  Appendix  I. 

(5)  National  Guard  Technician  Employment  Program  -  See 

Appendix  K. 

NOTE:  Enter  the  year,  month  and  day  in  the  following  manner: 

last  two  digits  of  year;  01  through  12  foi  numeric  month;  and  01 
through  31  for  day. 

43.  PRIORITY  -  Employees  will  be  registered  and  referred  for 

placement  with  a  numeric  Priority  1,  2,  or  3.  These  designated 

priorities  will  be  assigned  according  to  the  basis  tor  registration 
eligibility  as  stated  in  Chapter  3,  paragraph  A6:  Chapter  6, 

paragraph  B3  and  C3;  and  Appendices  A,  B,  E,  F,  G,  I,  J  and  K  of  this 
manual,  as  appropriate. 

44.  OVERSEAS  COUNTRY  LOCATION  -  For  overseas  displaced  and 

non-displaced  employees,  enter  Country  Code  where  the  applicant  is 
physically  located.  If  appropriate  codes  are  not  contained  in 

Appendix  C  of  this  manual,  enter  the  code  for  the  country  where  the 
overseas  servicing  CPC  is  located. 

45.  RETURN  RIGHTS  -  OVERSEAS  EMPLOYEES  ONLY 

a.  Enter  Code  Y  for  Yes  for  those  overseas  returnee 

registrants  having  return  rights  or  those  who  are  serving  under  a 
rotation  agreement. 

b.  Entei  Code  N  foi  No  fo’"  those  overseas  returnee 

registrants  who  hi e  long- tenure  overseas  employees  without  return 
rights  or  other  obligation  to  return. 

c.  Enter  Code  A  for  Abolished  for  those  overseas  returnee 
registrants  whose  stateside  position  has  been  abolished. 
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46.  RETURN  RIGHTS  TO  ALASKA.  HAWAII.  OR  PUERTO  RICO  -  Enter 

appropriate  code  for  state  of  Alaska  (Code  AK),  Hawaii  (Code  HI), 
Commonwealth  of  Puerto  Rico  (Code  RQ)  il  registrant  is  presently 
employed  in  Alaska,  Hawaii,  or  Puerto  Rico;  last  resided  in  Alaska, 
Hawaii,  or  Puerto  Rico;  ot  has  return  rights  to  Alaska,  Hawaii,  or 
Puerto  Rico.  Enter  GO  for  overseas  employees  completing  an  overseas 
tour  whose  home  of  record  is  Guam. 

47  through  56.  AREA  OF  REFERRAL  -  The  following  procedures  should  be 
applied,  in  detail.  to  assure  proper  registration  and  referral  of 
registrants  for  the  desired  selected  areas.  (For  specific 
restrictions  of  area  oi.  refer ral  tor  special  program  registrants,  see 
the  appropriate  appendix.) 

a.  Policy  to  be  used  in  determining  area  of  referral  is 
found  in  Chapter  3,  paragraph  B  of  this  manual.-  (Overseas  activities 
refer  to  Chapter  6,  paragraphs  B4  and  C4). 

b.  The  PPP  provides  the  capability  to  eltect  registration  of 
eligible  employees  for  placement  consideration  at  individual  DoD 
activities  within  a  state(s),  region(s),  or  zone(s).  The  civilian 
personnel  office  must  make  the  determination  as  to  which  area  of 
selection  will  provide  adequate  placement  opportunities.  There  must 
be  reasonable  assurance  that  the  employee  will  accept  an  offer  from 
any  DoD  activity  within  the  broad  areas  (state(s),  region(s), 
zone(s))  before  such  registrations  are  effected.  Any  time  the  area 
of  referral  extends  beyond  policy  covered  in  Chapter  3,  the 
registration  format  will  be  annotated  to  show  that  coordinator 
approval  was  obtained. 

c.  When  a  registrant  fails  to  receive  an  otter  after  a 
period  of  registration  and  the  registering  activity  determines  that 
it  is  unlikely  that  an  offer  will  be  received  because  of  the  size  of 
the  original  area  of  consideration  or  the  employee’s  restriction  as 
to  availability,  positions,  locations  or  acceptable  grade  levels,  the 
employee  will  be  counseled  on  alternative  methods  of  increasing 
placement  opportune  ties .  The  civilian  personnel  office  may,  with  the 
registrant’s  approval,  revise  registration  data  at  any  time 
consistent  with  the  determination  as  to  the  appropriate  area  of 
consideration. 

d.  DoD  Manual  1400.20-2  contains  descriptions  of  DoD 
locations  by  assigned  activity  codes  and  by  State,  Region  Zone.  The 
descriptions  and  assigned  activity  codes  will  be  used  to  assist  in 
the  counseling  and  registration  of  employees  in  the  Program. 

e.  Caution  should  be  exercised  in  the  coding  oi  the  area  of 
referral  to  avoid  duplication  resulting  from  selection  of  zone(s), 
region(s),  state(s),  and  individual  activities  which  are  included  in 
the  same  geographical  area.  Duplication  of  geographical  areas  will 
be  rejected  by  the  computer.  The  only  exception  to  this  is  the 
coding  of  selections  for  Alaska,  Hawaii,  and  Puerto  Rico  as  shown  in 
paragraph  52a.  below. 
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47.  ZONE  SELECTIONS  The  toi lowing  tour  zones  ait  established  for 
registration  purposes: 

ZONE  CODE  DoD  DESIGNATED  REGIONS 

1  1  Boston,  Philadelphia,  and  New  York  Regions,  including 

the  Washington,  DC  Metropolitan  Area. 

2  2  Atlanta  and  Dallas  Regions  (Atlanta  kegion  includes 

Puerto  Rico  toi  management  purposes  but  not  for 
referial  coding  purposes.) 

i  3  Chicago  and  St  bonis.  Regions 

4  4  Seattle,  San  Francisco,  and  Denvei  regions  (Seattle 

Region  includes  Alaska,  and  San  Francisco  Region 
includes  Hawaii  for  management  purposes  but  not  for 
referral  coding  purposes.) 

a.  Four  spaces  are  provided  for  Zone  Selection.  Codes  l,  2, 
3,  or  4  identify  the  four  different  zones  and  are  the  only  codes 
authorized  for  use  in  these  spaces.  Enter  1,  2,  i,  or  4  in  Zone 
Selection  spaces  from  left  to  right.  Use  these  spaces  only  when 
there  is  reasonable  assurance  that  the  registrant  will,  in  fact, 
accept  employment  at  any  DoD  activity  within  the  zone  or  zones.  When 
a  zone(s)  is  selected,  regions,  states  or  individual  activities 
within  the  selected  zones(s)  (with  rhe  exception  of  Alaska,  Hawaii, 
or  Puerto  Rico)  are  not  to  be  coded.  When  nationwide  registration  is 
authorized  by  the  Zone  Coordinator,  all  four  zones  will  be  coded. 
Nationwide  registration  does  not  include  Alaska,  Hawaii,  and  Puerto 
Rico  activities.  Those  would  have  to  be  entered  by  separate  state, 
commonwealth,  or  activity  selections. 

48.  RBGION  SELECTIONS  -  Ten  two-character  spaces  are  provided  for 
Region  Selections.  Following  are  the  codes  authorized  for  use  in 
these  spaces: 

BN  -  Boston  Region  CH  -  Chicago  Region 

NY  -  New  York  Region  SL  -  St.  Louis  Region 

PH  -  Philadelphia  Region  DE  -  Denver  Region 

AT  -  Atlanta  Region  SF  -  San  Francisco  Region 

DA  -  Dallas  Region  SE  -  Seattle  Region 

NOTE:  Region(s)  may  lie  selected  by  entering  the  appropriate 
two-character  region  code  in  the  spaces  provided  from  left  to  right. 
Region  spaces  will  be  coded  only  when  the  employee  agrees  to  accept 
employment  at  any  activity  within  a  region(s).  Regions  within  a  Zone 
already  coded  in  Item  47  are  not  to  be  coded.  States  or 
individual  activities  within  the  selected  region(s)  with  the 
exception  of  Alaska,  Hawaii.  Puerto  Rico  are  not  to  be  coded. 
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49  and  50.  STATE  SELECTIONS  -  Any  number  ol  states  up  to  28  may  be 
selected  by  using  the  two  character  alpha  state  codes.  Except  for 
Alaska,  Hawaii,  and  Puerto  Rico,  a  state  may  not  be  selected  if  the 
zone  or  region  in  which  the  state  is  located  has  been  selected  in 
Item  (47),  Zone  Selections,  or  Item  (48),  Region  Selections.  When  a 
state  is  selected,  individual  activities  within  that  srate  may  not  be 
selected  in  Items  52  through  56  -  ACTIVITY  SELECTIONS. 

51.  COMPONENT  -  li  restriction  to  limit  reteiiat  to  a  single 
component  only  is  desired,  that  component  code  should  lie  entered.  If 
no  restriction  is  desired,  leave  this  Item  blank .  Authorized 
component  codes  aie  listed  in  Appendix  C  and  only  these  codes  may  be 
used . 

52  through  56  ACTIVITY  SELECTIONS  -  Space  is  provided  to  register 
foL  referral  to  a  maximum  of  50  different  individual  DoD  activities. 
The  four-character  activity  codes  assigned  irr  DoD  Manual  1400.20-2 
are  to  be  used  to  indicate  individual  activity  selections.  You  must 
complete  each  activity  line  with  ten  codes  before  proceeding  to  the 
next  line. 


a .  Selection  of  Activities  in  Alaska,  Hawaii,  and 
Puerto  Rico.  Referral  to  activities  in  Alaska,  Hawaii,  and  Puerto 
Rico  may  only  be  accomplished  by  selection  of  the  State  or 
Commonwealth  when  referral  to  all  activities  in  the  State  or 
Commonwealth  is  desired,  or  by  selection  of  the  individual  activities 
desired.  The  selection  of  Zone  4  or  the  San  Francisco  Region  will 
not  provide  referral  to  Hawaii  activities.  Selection  of  Zone  4  or 
the  Seattle  Region  will  not  provide  referral  to  activities  in  Alaska. 
Selection  of  Zone  2  or  the  Atlanta  Region  will  not  provide  referral 
to  activities  in  Puerto  Rico.  Whenever  placement  consideration  is 
desired  for  all  activities  in  Alaska,  Hawaii,  or  Puerto  Rico,  the 
appropriate  State  or  Commonwealth  code  (AK  -  Alaska.  HI  -  Hawaii, 
RQ  -  Puerto  Rico)  must  be  entered  in  Item  (49)  or  (50).  When 
consideration  is  desired  for  only  specific  activities  in  Alaska, 
Hawaii,  or  Puerto  Rico,  the  selection  of  the  individual  activities 
must  be  coded  in  Items  52  through  56,  ACTIVITY  SELECTIONS,  but  the 
state  or  commonwealth  must  not  be  coded  in  Items  (49)  or  (50)  in  that 
instance. 

57  AVAILABLE  POR  PRIVATE  SECTOR  CONSIDERATION  -  Entry  for  "A" 
program  only.  Enter  a  "Y"  to  indicate  availability  for  private 
sector  or  an  "N"  if  not  available.  If  a  registrant  indicates 
availability  and  has  a  spouse  who  plans  to  register  in  DORS  for 
referral,  the  registrant  has  the  option  of  indicating  an  "S"  in  this 
block.  This  will  alert  the  potential  employer  that  the  registrant 
has  an  accompanying  spouse  seeking  employment. 

58  PRIVATE  SECTOR  REGION  CODE  -  Attachment  13  to  the  DORS  Users 
Guide  must  be  used  tor  completion  of  this  Item  which  allows  for 
single  region  selection  or  expanded  area  by  use  of  Region  codes  13 
through  15.  If  the  registrant  desires  consideration  only  in  a 
specific  city  and  state  put  "00"  here  and  specify  choices  in  Items  59 
through  62. 
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59  through  62  PRIVATE  SECTOR  STATE/CITY  CODE  -  individuals  may 
register  for  up  to  two  states/cities.  Choose  the  abbreviation  of  the 
state  from  the  State  Codes  (Attachment  9  of  DORS  Users  Guide).  Show 
the  name  of  the  largest  city  (commuting  area)  within  the  selected 
state  where  the  registrant  wishes  to  work.  Do  the  same  for  the 
second  choice.  A  city  identified  in  Item  60  must  be  within  the  state 
identified  in  Item  59.  Also,  a  city  identified  in  Item  62  must  be 
within  the  state  identified  in  Item  61.  These  locations  do  not  have 
to  be  in  the  region  chosen  in  Item  58. 

C.  REGISTRANT  AND  CIVILIAN  PERSONNEL.  OFFICIAL,’ S  CERTIFICATION 

1.  In  ordei  lo  assui>  i. hai  an  individual  is  av/aie  of  the 
obligations  for  registration  and  that  the  information  provided  is 
properly  coded  and  reviewed.  signatures  of  rhe  registrant  and  the 
Civilian  Personnel  Official  responsible  for  registering  the  applicant 
are  required. 

2.  The  signature  certifies  chat  the  registrant: 

a.  Has  been  counseled  by  the  Civilian  Personnel  Official. 

b.  Understands  the  need  to  keep  the  registering  Civilian 
Personnel  Office  informed  of  the  current  address  and  telephone  number 
so  that  contact  can  be  made  concerning  job  offers. 

c.  Has  reviewed  the  skills  and  locations  for  which 
registered. 

d.  Is  willing  to  accept  any  one  of  the  grade  levels, 
skills,  and  locations  for  which  registered. 

e.  Will  respond  immediately  to  a  job  ottei  as  a  result  of 
the  registration. 

f.  Understands  that  one  valid  declination  will  result  in 
removal  from  the  Priority  Placement  Program. 

3.  The  signature  of  the  Civilian  Personnel  Official  certifies 
that  he/she: 

a.  Has  counseled  the  registrant. 

b.  Has  reviewed  the  entire  registration  format  for  correct 
and  complete  coding  of  each  applicable  item. 

c.  Concurs  in  the  area  selections  and  skills  for  whicii  the 
registrant  is  to  be  referred  as  those  which  would  provide  the  best 
opportunities  for  employment  offers. 
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CHAPTER  9 

INSTRUCTIONS  FOR  COMPLETING  FILE  MAINTENANCE 


A.  FILE  MAINTENANCE 

1.  Registration/File  Maintenance  Format  #1  will  be  used  to 
change,  add  or  delete  registration  data  for  all  programs  except  the 
Overseas  Employment  Program  (OEP).  Registration/File  Maintenance 
Format  #2  will  be  used  for  file  maintenance  to  OEP  registrations. 
(Instructions  on  completion  of  Format  #2  are  contained  in  Chapter  7). 
If  a  person  is  registered  in  more  than  one  program,  a  File  Maintenance 
must  be  completed  for  each  program. 

2.  Social  Security  Number,  Program  Code,  and  Registering  Activity 
Code  cannot  be  changed  by  file  maintenance  ("S"  Program  exception,  for 
Registering  Activity  Code  change  is  contained  in  this  chapter.) 
To  make  changes  to  these  three  Items,  the  registrant  must  be  deleted 
from  the  Program  by  submission  of  Report  Action,  Code  11,  Removal  - 
CPO  Request,  along  with  a  new,  correctly  coded,  and  completed  Format 
#1. 


3.  This  chapter  contains  directions  on  the  procedures  necessary 
to  change,  add  or  delete  data  in  a  current  registration.  To  determine 
the  information  required  to  complete  each  individual  Item,  refer  to 
Chapter  8  of  this  manual. 


B.  CODING  INSTRUCTIONS 


1.  Bulletin  Board  System  (BBS)  -  Changes  to  current  registrations 
through  the  BBS  will  be  made  by  following  procedures  outlined  in  the 
PPP  Automation  Procedures  Guide. 

2.  Mail/Hard  Copy  Procedure  -  When  sending  a  file  maintenance  by 
mail,  the  "file  maintenance"  block  located  in  the  upper  right  hand 
corner  of  Format  #1  must  be  checked.  In  addition,  Items  01,  02,  03, 
04,  05,  and  06  must  be  completed  along  with  the  entire  line  of  the 
"changed"  Item.  After  completion  of  these  7  Items,  it  is  necessary  to 
go  to  the  Item(s)  to  be  changed  and  complete  the  ENTIRE  Item  line.  To 
delete  an  Item,  an  asterisk  (*)  must  be  placed  in  the  first  box  of  the 
Item  to  be  deleted.  This  will  delete  the  entire  line  entry.  Specific 
requirements  for  individual  Items  aie  as  follows: 

a.  To  change  an  "S"  ptogram  registrant’s  Registering  Activity 
Code  (Item  01),  BBS  users  follow  procedures  contained  in  DDSC  BBS 
Automation  Guide  for  Using  the  Register  Software  Program.  Activities 
mailing  in  such  a  change  should  check  the  File  Maintenance  block  of 
Format  #1  and  show  NEW  activity  code  in  Item  01.  (Required  Items,  as 
indicated  above,  must  also  be  coded.) 
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b.  To  correct  or  change  a  name,  the  correct  or  "new”  name 
should  be  shown  in  Item  06. 

c.  When  making  a  change  to  the  "Skills"  area,  it’s  necessary 
to  complete  the  entire  line  Item  and  to  base  the  change  on  the 
registrant’s  current  file  as  maintained  in  Dayton.  For  example,  if  a 
change  is  to  be  made  to  the  low  grade  of  the  Skill  shown  in  Item  34, 
the  entire  line  must  be  completed,  including  the  pay  group,  series, 
options  (if  applicable),  high  grade,  low  grade,  experience,  and  high 
grade  held.  The  entry  of  new  data  will  blank  out  the  data  that  is 
currently  in  the  system  for  that  Item  line.  If  deleting  an  entire 
skill,  remember,  the  computer  automatically  moves  up  any  skills  that 
follow  one  being  deleted.  For  example,  if  a  PPP  registrant  has 
entries  in  Items  34,  35,  36  and  37,  and  deletes  skill  35,  skill  line 
36  becomes  35  and  skill  in  37  becomes  Item  36.  You  can  see  why  it’s 
so  important  that  changes,  additions  and  deletions  are  made  based  on 
current  registration  data  (last  Registrant  Resume  Audit  received  from 
DDSC) . 


d .  Any  time  a  single  change,  addition  or  deletion  is  made  to 
the  area  of  referral,  the  entire  area  of  referral  must  be  recoded. 
Failure  to  recode  the  entire  area  of  referral  will  result  in  the 
registrant’s  skills  being  referred  only  to  the  "new"  location  coded  on 
the  File  Maintenance  Format.  For  example,  if  only  one  zone,  region, 
state,  or  individual  activity  is  to  be  added  or  deleted,  the  entire 
area  within  which  the  registrant  is  to  be  referred  must  be  recoded. 
This  requirement  was  deliberately  established  to  cause  a  review  of  the 
number  of  activities  to  which  the  registrant’s  skills  are  to  be 
referred.  The  omission  of  any  zone,  region,  state,  or  individual 
activity  will  result  in  the  registrant’s  skills  being  referred  only  to 
those  coded  on  the  latest  Format  #1.  The  component  code,  Item  51  will 
result  in  the  skills  being  referred  only  to  component  activities 
within  the  area  of  referral.  For  example,  a  Code  "A”  entered  in  Item 
51  results  in  the  registrant  being  referred  to  Army  activities  only. 

NOTE:  The  instructions  in  Chapter  8,  (coding  the  original 
registration  area  of  referral)  will  be  followed  in  coding  area  of 
referral  changes.  This  includes  annotation  in  Item  63  of  prior 
approval  of  the  Zone  Coordinator  for  referral  to  an  expanded  area  of 
referral. 

3.  A  combination  of  changes,  additions,  or  deletions  may  be 
submitted  on  one  Format  #1. 

4.  Certification  -  The  civilian  personnel  official  submitting  the 
Registration/File  Maintenance  Format  #1  will  sign  and  date  the 
certification  on  the  back  of  the  format.  In  addition,  the  CPO 
should  attempt  to  obtain  the  signature  of  the  registrant  on  Format  #1 
and,  as  a  minimum,  assure  that  the  registrant  is  aware  of  data 
changes.  A  copy  of  the  new  Registrant  Resume  Audit  generated  as  a 
result  of  any  file  maintenance  should  be  given  to  the  registrant  for 
his/her  review  and  records. 
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SKILLS: 

34.  SKILL  1  . 

35.  SKILL  2  . 

36.  SKILL  3  . 

37.  SKILL  4  . 

38.  SKILL  5  . 

ADDITIONAL  EMPLOYEE 


57.  AVAILABLE  FOR  PRIVATE  SECTOR  CONSIDERATION 

58.  PRIVATE  SECTOR  REGION  CODE  . 

59.  PRIVATE  SECTOR  STATE  CODE  1  . 

60.  PRIVATE  SECTOR  CITY  1  . 

61.  PRIVATE  SECTOR  STATE  CODE  2  . 

62.  PRIVATE  SECTOR  CITY  2  . 

63.  PPP  APPROVING  OFFICIAL  .  fT 


I  CERTIFY  TEAT  I  HAVE  BEEN  COUNSELED  CONCERNING  THIS  REGISTRATION/FILE  MAINTENANCE. 


REGISTRANT 


DATE 


CPO 


DATE 


10  Jul  92 


DEPARTMENT  OF  DEFENSE 

CtVBJAN-PERSOfMB.  SYSTEMS  COffER 
S1 13  UMtxag  Pin.  8uli  302 
Fall  Church,  VA  22041 


REPLY  TODCPSC 

oosc, iooHCEDOM ROM), SUITE i  ( Mr  •  Forinash/ (AVI  986~6449/ek) 

MYTOK  OH  45444-010 


SUBJECT:  Priority  Placement  Program  (PPP)  Changes 


TO:  Civilian  Personnel  Officer 

All  DoD  Activities 


1.  There  have  been  several  requested  changes  ^o  ^he.- PPP  by  the  PPP  Board 
of  Directors  which  have  been  approved  for  implementation  by  Ms.  Sara  B. 
Ratcliff,  Deputy  Assistant  Secretary  of  Defense , Civilian  Personnel 
Policy /Equal  Opportunity  (letter  attached) » -,^the> purpose  of  these  changes 
is' to  provide  you  more  flexibility  to  manage  the  personnel  actions  at  your 
activity  during  the  DoD  downsizing.  At  the  same  time  the  intent  of  the 
program  to  make  good  placements  during  the, downsizing  is  not  lessened. 
These  changes  allow  a  firm  balance  of  the  needs) of  management  and  the 
employee. 

2.  The  changes  are  listed  in  order  of  appearance  in  the  DoD  Manual 
1400.20-1,  and  the  reference  and  effect  on  current  wording  is  indicated. 
Revision  of  the  entire  manual  is  in  process  and  all  of  these  changes  will 
be  incorporated  in  the  new  issuance.  The  new.  issuance  of  the  manual  will 
most  likely  be  automated  and  distributed^via^tihe  Bulletin  Board  System, 
which  allows  for  efficient  updating. 

3:  ‘Questions  concerning  policy^Jxang^s  ^Jiqu^jtfibe  addressed  through  the 
component  coordinator  structure  orj  to  ithe^gssitT  or rfNest  Zone  Coordinator 
offices.  Procedural  questions,  particularly  ~tho£e  involving  automation, 
should  be  addressed  to  DDSC.  As  always,  comments  or  suggestions  to 
improve  the  program  operation  are  always  welcome. 

JAMES  D.  FORI  NASH 
f  \  Director,  Defense  Data 
Support  Center 


MEMORANDUM  FOR  DEPUTY  ASSISTANT  SECRETARY  OF  THE  ARMY  (MILITARY 

PERSONNEL  MANAGEMENT  AND  EO  POLICY) 

DEPUTY  ASSISTANT  SECRETARY  OF  THE  NAVY  (CIVILIAN 
PERSONNEL  POLICY  AND  EEO) 

DEPUTY  ASSISTANT  SECRETARY  OF  THE  AIR  FORCE  (FORCE 
SUPPORT  AND  PERSONNEL) 

DIRECTOR  FOR  PERSONNEL  AND  SECURITY,  DOD  INSPECTOR 
GENERAL 

DIRECTOR  FOR  PERSONNEL  AND  SECURITY,  WASHINGTON 
HEADOUARTER?  SERVICES 
DIRECTOR,  PERSONNEL  AND  TRAINING,  DECA 
CHIEF,  PERSONNEL  AND  SECURITY  DIVISION,  DCAA 
DEPUTY  DIRECTOR,  HUMAN  RESOURCES,  DFAS 
'  CHIEF,  CIVILIAN  PERSONNEL  DIVISION,  DISA 

ASSISTANT  DEPUTY  DIRECTOR  FOR  HUMAN . RESOURCES ,  DIA 
-  DEPUTY  ASSISTANT  DIRECTOR  (HUMAN  RESOURCES),  DIS 
-  STAFF  DIRECTOR  OF  CIVILIAN  PERSONNEL,  DLA  . 

*  -DEPUTY  DIRECTOR  FOR  HUMAN  RESOURCES,  DMA 

CHIEF,  CIVILIAN  PERSONNEL  MANAGEMENT  DIVISION,  DNA 
DIRECTOR  OF  CIVILIAN  PERSONNEL,  NSA 
CHIEF,  PERSONNEL  DIVISION,  DODDS 
DIRECTOR,  CIVILIAN  HUMAN  RESOURCES,  OSUHS 

SUBJECT:  Priority  Placement  Program  (ppp)  Chanyes 

The  purpose  of  this  memo  is  to  implement  policy  changes  to 
the  PPP.  These  changes  are  effective  immediately. 

In  April  I  circulated  for  comment  the  changes  that  wero  under 
consideration-  After  carefully  reviewing  and  considering  ^our 
comments,  L feavaf-iSdopte d  those  described  in  the  attached, 
included  is  ai  summary  of  those  adopted,  deleted  or  amended  based 
on  your  input . 

Your  operating  personnel  offices  will  be  notified  under 
separate  cover  through  the  normal  ppp  distribution  process. 

if  you  have  any  questions  you  may  contact  Ms.  Pat  Bradshaw, 
Director,  Staffing  and  Career  Development  on  703-693-5235 . 


Deputy 

*  lian  Personnel  Policy/Equal  Opportunity 


Attachments: 
As  stated 


DEPARTMENT  OF  DEFENSE 

CT/ILIAtfPERSONNB.SV8TByl8  CENTER 
S113jlJMburq  Pto,8uM*9Q2 
FilrChtirch,  VA 22041 


*  Ml 


REPLY  TO  DCPSC 

DDSC,  200  FnBEDOM  ROAD,  SUTE1 
MYTOH  OH  45444-6310 


(Up.  For inash/ (AT) 686-6449/ek) 


13  Jul  62 


SUBJECT:  Priority  Placement  Program  (PPP)  Updat#  92-1 


TO:  Civilian  Personnel  Officer 

All  DoD  Activities 


1.  This  Update  contains  changes  in  policy  and  procedures  for  the  Priority 
Placement  Program  (PPP).  Thesechanges  are  made-  with  DoD’ ^principal 
objectives  during  the  drawdown  in  mind,  namely,  to  r educate mploymentj 
minimize  layoffs,  assist  laid-off  workers,  and  achieve  balance.  -  £ Along 
with  these  goals  and  the  added  aim  of  providing  local  commanders  with  the 
flexibility  to ^manage  a  rapidly  changing  work  force,  thett&tlOWlng^ changes 
are  implemented.  Each  change  is  followed  with  the  reference* from^DoD 
1400.20-1-M  that  is  amended.  '  *  r;*-  .- 

-  .  cc  •  - «.  ; 

a.  Personnel  actions  at  activities  being  closed  or  substantially 
downsized.  Generally,  permanent  promotions  and  appointments^ will  not  be 
made  within  24  months  from  when  an  activity  is  scheduled  for  closure. 
Except  that  Component  career  program  enployees  or  those  on  formal  mobility 
agreements  may  be  promoted  or  reassigned  from  within  or' outside  the 
closing  activity  into  a  position  pre-identif led  as  ’key  or  critical: to 
base  operations'  at  the  closing  activity.  Such  employees  cannot  befemoved 
into  the  vacapoyttiinder.  this  provision  from  outsidb  thsacomUutiUg^iitea 
unless  the  Stopper  List  is  cleared  regardless  of  location.  '  'Such  employees 
or  PPP  registrants  who  accept  an  offer  will  be  placid *"• 
basis,  consult  to  staying  at  the  activity  until  closure,  and  Sign  a 
mobility  agreement  that  specifies  ineligibility  for  PPP  ^iflstPStidn  as  a 
result  of  base  closure.  An  offer  extended  to  a  PPF registrantiduring  the. 
six  months  prior' to  closure,  or  an  offer  extended  to  a  rigfivtrint  'Outside 
the  commuting  area  7-24  months  prior  to  closure  may  be  declined  as 
invalid. 

Beplaces  Ch  2,  pg  2-0,  para  J2. 

b.  For  activities  undergoing  a  substantial  BIF,  permanent 
appointments  and  promotions  may  be  made  if  they  have  no  adverse  effect  on 
employees  involved  in  the  upcoming  BIF.  Vo  action  may  be  taken  which  will 
subsequently  impact  on  the  placement  rights  of  employees  impacted  by  BIF 
either  to  deny  their  placement  or  to  take  action  Which  would  remove  them 
from  BIF  competition. 

Beplaces  Ch  2,  pf  2-8,  para  J2. 


c.  During  the  six  months  prior  to  base  closure.  an  activity  is 
required  to  clear  the  Stopper  List  except  as  required  in  paragraph  J2 
paragraph  'a*  above).  For 'the-  7*124  months  prior  to  closure,  an 
must  clear  the  Stopper  only  for  'T*-coded  registrants  in  the 
area,  except  as  required  in  paragraph  J2  (See  paragraph  ‘a*  above). 

Beplaces  Ch  2,  pg  2-12  through  2-14,  para  J13. 

d.  Establish  a  new  para  K,  entitled  HIBIHfl  FREEZE.  Ch  2,  pg  2-  14v,  jjPo?  . 

follows:  PPP  placements  are  normally  excepted  from  hiring  freezes.  If  i?t 

is  necessary  for  the  Command  to  Impose  a  total  freeze,  approval  must  be 
obtained  from  DASD  (CPP/EO)  for  exemption  from  the  PPP.  Individual 
activities  may  obtain  hiring  freeze  approval  on  a  ease-by-case  basis  from.  ' 
the  appropriate  DoD  Zone  Coordinator. 

e.  Local  Commanders  may  approve  early  registration,  for  PPP 

registrants  expected  to  be  separated  due  to  BIF,  up  to  one  year  prior  to 
the  effective  date  of  base  closure  or  BIF.  An  additional  year  may  be 
granted  by  the  Zone  Coordinator  (total  of  two  years)  at  the  request  of  the 
base  commander.  Item  41 ,  Separation  Date  of  Begistration/File  Maintenance 
Format  *1  will  always  be<;  thei-date^or .  anticipated  date  of  BIF  ...  w  »  ^ 

action/separation.  Item. 42  will  be  one  year  from  the  RIF  action/  -  .  - 

separation  date.  .  .  v.*v*,u*  ... 

Early  registration. ip,the,,DoD  1*  voluntary.  Employees  who. 
register  and  decline  a>.»?diUd  offer; during  early  regtistration  will  i-'-nf  ~Y* 
immediately  be  removed  from  the  PPP  for  the  remainder  of  the  early  •» 
registration  period.  Upon  receipt  of  a  specific  RIF  separation  notice, 
employees  entitled  to  severance  pay  will  immediately  be  registered 
(reregistered  if  declined,  offer  under  early  registration)  under  the 
mandatory  registration  provisions  of  this  manual.  The  categories  of 
employees  who  may  decline  such  offers  and  are  ineligible  to  reregister 
upon  receipt  of  a  specific  BIF  notice. include: 

-  Employees  who  ./are  being  separated  but  are  not  entitled  to 
severance  pay;  •: 

-Employees  who^ape^of f«red<  and'  accept  a  change  to  lower  grade 
under  BIF.  «•: 

Add  to  Ch  3,  pg  3-9,  p Him 

f.  Mandatory  regls^SK&ts  who  limit  their  area  of  referral  to  the 
commuting  area  must  be  registered  for  tmo  grades  below  current  grade  and 
for  all  series  for  which  qualified  including  the  appropriate  special  skill 
identifier,  such  as  QS-300,  NQ-00000  and  VQ-01111. 

Amends  Ch  3,  pg  3-8,  para  B3. 

g.  Remove  the  fourth  sentence  of  Ch  3,  pg  3-11,  para  B9a:  'However, 
when  the  registrant’s  area  of  referral  extends  beyond  250  miles  from  the 
registrant’s  duty  station  and  into  a  different  zone  then  Zone  Coordinator 
approval  is  required.'  This  will  remove  the  230  mile  restriction  for 
distance  outside  the  Zone  permitted  for  registration  and  allow  employees 
to  register  in  other  Zones  up  to  the  distance  for  which  they  are 
registered  in  their  own  Zone. 

Amends  Ch  3,  pg  3-11,  para  B8a. 


2 


h.  In  areas  significantly  impacted  by  reductions,  reorgaiii^afeona , 

op  other  management -changes ,  the.  Office  of  the  DASD  (CPP/EQ) .« tfaiOT^gh''^tfae-'  !  »- 
Zone  Coordinator,  may  require  employees  to  reglstep  fop  all 
within  their  area  of  referral  when  placements  restricted  to  the  Coiqtohehib&e'' 
are  unlikely  to  meet  the  demand  for  jobs. 

Add  as  last  sentence  to  Ch  3,  pg  3-11,  para  B9a. 

'•>1  i 

i.  An  offer  from  a  non-DoD  Federal  agency  is  not  considered**  validr.  ' ; 
offer  for  purposes  of  removal  from  PPP.  Individuals  who  decline- offers  - 
from  non-DoD  Federal  agencies  will  remain  active  in  PPP.  Bemove  the 
entire  third  sentence  of  Ch  3,  pg  3-16,  para  B28 ,  which  states:  ,*'In  : 
addition,  if  the  registrant  Indicated. . .position  of  the  registrants* 

Replace  the  sentence  with  the  following:  ‘An  offer  from  a  non-DoD- Federal 
agency  is  not  considered  a  valid  offer  for  purposes  of  removal  from  PPP. * 


j.  The  CPO  may  effect  the  placement  of  a  graduating,  centrally 
funded  intern.  The  intern  must  be  placed  within  the  Component  and  have 
completed  the  intern  training  plan.  As  an  alternative  to  placement  at‘ the 
activity  where  the  training  was  received,  an  intern,  who  meets  this 
criteria  may  be  placed  at  any  other  Component  activity  as  an  exception. 

Add  to  Exceptions  in  Ch;4:,  pg  4-6,  para  B. 

:  •ihao 

k.  When  no  vacancy* exists ,  employees  may  ‘swap’  (reassignmentsletgs^ 
jobs,  within  their  component.  Exception  applies  across  componefitb<iine&/b  v: , 
when  an  employee  eligible* for  optional  or  discontinued  service  retirdmdrit ' 
who  is  located  at  an  activity  not  scheduled  for  closure  'swaps'  jobs  with' 
an  employee  (not  eligible  for  retirement)  located  at  an  activity  scheduled'^ 
for  closure. 

Add  to  Exceptions  in  Ch  4,  pg  4-6,  para  B. 

l.  Placement  of  career  program  employees  or  those  on  formal  mobility 
agreements  within  the  component  who  were  assigned  to  fill  pre-identlfled’'*- 
"key  or  critical  positions'  at  closing  bases. 

Add  to  Exceptions  in  Ch  4,  pg  4-6,  para  B. 

: v  -fiey.r..'" .  - '*£*“  •“ 

m.  Grievance  decisions ^either  through  negotiated  or  administrative .* 

procedures,  appellate  Sections jor-EEQ^decisions  (including  propojrtAf 
dispositions) ,  as  well  as  written  'Settlement  agreements  that  pr oihfe  to* 
the  placement  of  an  Individual  and  which  have  the  approval  of  the  ’* 

appropriate  local  authority  will  be  accomplished  as  exceptions  to  the 
Stopper  List. 

Beplaces  Ch  4,  pg  4-9,  para  Bll. 

n.  PPP  registrants  selected  for  vacancies  requiring  a  security 
clearance  have  the  option  of:  1)  Declining  the  offer  on  the  basis  that 
the  delay  in  reporting  is  unreasonable  and  they  wish  to  remain  in  the 
program:  or,  2)  Being  interviewed  by  the  security  staff  of  the  gaining 
activity  and  a  preliminary  decision  on  suitability  made.  A  declination 
after  being  interviewed  by  the  security  staff  will  not  terminate 
registration  eligibility.  An  employee  accepting  the  offer  will  be  removed 
from  PPP;  however,  if  the  investigation  exceeds  nine  months,  the  employee 
can  re-register  for  the  remaining  period  of  time  from  the  initial 
registration . 

Amends  Ch  5 .  pg  5-2,  para  All. 
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o.  If  an  overseas  separatee  has  return  rights  to  CONUS,  the  pribi&iCy  ' 
will  be  established  based  on  ..the  grade  level  of  the  return  rights  whepvi^.-^ 
registering  for  CONUS.  Thtf*tfsfc4«tration  for  overseas  will  continue  t'djffipjHSE 
based  upon  the  action.  Overseas  registration  is  available  only  if  the  ’.vr-'-V' 
employee  can  complete  a  renewal  tour  and  only  in  the  current  theater.  If' 
registrant  is  eligible  and  elects  to  register  for  both  overseas  and 
stateside  referral.  Item  43  of  Format  *1  should  reflect  Priority  2  or  3 
(based  on  return  rights)  for  vacancies  stateside  and  Item  45  should  aho’w  a 
Priority  1  for  vacancies  overseas.  If  employee  is  registering  for  eithdYr'^ 
overseas  or  stateside,  not  both,  the  priority  will  be  placed  in  Item  43' 
only.  (If  registering  for  overseas  only,  the  priority  will  be  *1;‘  if 
registering  for  CONUS  only,  the  priority  will  be  2  or  3  based  on  the  gride-1 
level  to  which  return  rights  exist.) 

Amends  Ch  6,  pg  6-2,  para  B3b. 


p.  An  overseas  separatee  without  return  rights  must  register  for 
CONUS  and  as  an  option  may  concurrently  register  for  overseas  locations/.-1." 
within  the  current  theater.fif  the  employee  can  complete  a  renewal 
Amends  Ch  6,  pg  6-3,  para  B4d;  _  .V": 


.  .  .  .. 

q.  Displaced  eligible  overseas  family  member  employees  on  career 
career  conditional  appointments,  traveling  on  their  sponsor’s  orders,  oa.^ 
be  registered  for  any  activity  within  the  commuting  area  of  the  sponsor 
new  duty  location  so  long.a8y|he*pl'acement  would  not  result  in  a  PCS. mows  ± 

Their  priority  will  be  established' in~ accordance  with  the  action  resui 
in  their  displacement.  i.>  - 
Amends  Ch  6,  pg  6-4,  para  B41u-  • 


r.  If  not  placed  within  90  days  of  registration,  a  nondlsplaced 
overseas  returnee,  with  return  rights,  must  be  file  maintained  to  include 
all  grades  down  to,  but  not  including,  the  level  to  which  return  rights 
exist,  subject  to  the  three  GS -(or ’equivalent)  grade  limitation. 

Add  to  Ch  6,  pg  6-7,  para  C2e. 


s.  Eligible  overseas  family  members,  registered  in  Program  A,  may 
remain  in  PPP  for  12  months liQNljanwl£bdcthey  register  rather  than  the 
current  policy  .which  up  to  12  months  fro 

time  the  employee  first  goeu|iii^']i^^<«ithout  pay. 

Amends  Ch  6,  pg  6-15,  para GUI,  and  Nondlsplaced  Family  Member  Employees 
Matrix,  dated  5  Mar  90,  pg  6.  - 


t.  Program  'R'  is  the  only  means  by  which  employees  with  grade 
retention  will  be  afforded  priority  referral  for  vacancies  for  which 
qualified  in  DoD  activities  within  the  registrant's  commuting  area. 
Component  coordinators  may  approve  registration  for  Component  activities 
outside  the  commuting  area.  Registration  outside  the  commuting  area 
across  Compenent  lines  must  be  approved  by  the  Zone  Coordinator. 

Replaces  App  B,  pg  B-l,  para  A3. 


u.  Employees  in  receipt  of  a  RIF  notice  offering  a  change  to  lower 
grade  with  entitlement  to  grade  retention  are  eligible  to  be  registered  in 
Program  'A'  during  the  specific  notice  period  for  referral  to  all  DoD 
components  within  the  commuting  area  only.  They  may  be  registered  for 
their  current  grade  and  for  as  many  as  three  grades  below  the  current 
grade  down  to  but  not  including  the  RIF  demotion  grade. 

Add  to  Ch  3,  pg  3-11,  para  B9a,  and  Replace  App  B,  pg  B-2,  para  C2a. 
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Initial  registration  in  'R'  program  will  be  for  all  DoD  ■&&' 

activities  within  the  commuting  area  that  would  not  result  in  a'PCS  move.**^‘^'~ 
Replaces  App  B,  Pg  B-3,  para  C5a  and  b. 

v.  Add  Attachment  1  to  Appendix  D  which  is  to  be  used  for  •  -'«-r 

requisitioning  and  registering  of  CIPMS  positions.  _  .<  u-n 

•i-raq 

w.  Replace  current  Appendix  6  with  Attachment  2  which  is  revised  to 

include  Military  Reserve  Technicians  in  Program  G.  - 

2.  During  the  past  several  months  other  changes  have  been  made  and 
distributed  by  message  or  memo.  The  following  states  again  the  new  policy 
and  references  the  changes  to  DoD  1400.20-1-M. 

a.  The  policy  regarding  temporary  positions  and  temporary 
assignments  was  changed  by  memo  dated  18  Oct  91,  subject.  Temporary 
Positions  and  the  Priority  Placement  Program,  signed  by  Sara  B.  Ratcliff 
as  shown  below.  (This  policy  does  not  apply  to  registrants  of  the 
Military  Spouse  Program.  Guidance  on  'S*  Program  is  contained  in  Appendix 
I.) 

1.  'The  term  'continuing  position’  is  no  longer  applicable  when 
referring  to  temporary  (including  term)  positions  or  assignments. 

2.  Temporary  positions  will  be  matched  against  the  Stopper  List 
only  when  there  is  an  official  personnel  action  against  the  position; 
e.g. ,  an  appointment,  extension  or  conversion. 

3.  Temporary  assignments  to  permanent  positions  will  be  matched 
against  the  Stopper  List  only  when  there  is  an  official  personnel  action 
against  the  position;  e.g.,  temporary  appointment,  temporary  promotion, 
detail,  or  at  the  end  of  one  year.  If;  recruitment  action  is  taken  to  fill 
a  position  permanently,  concurrent  with  a  temporary  action,  the  Stopper 
List  will  be  cleared  for  permanent  placement. 

4.  Temporary  positions  and  temporary  assignments  (other  than 

those  for  which  recruitment  for  permanent  placement  has  been  Initiated)  •-  • 
will  be  matched  against  *T*  coded  registrants  in  the  commuting  area.  When 
there  is  a  match,  the  employee's  appointment  will  be  temporary  or  a 
conversion  to  a  temporary  appointment,  without  a  break  in  service.-  The 
civilian  personnel  office  must  explain  the  consequences  (see  Decision 
Table  in  Ch  4,  pg  4-19)  of  conversion  actions  to  the  employee,  and  the 
employee  must  concur  in  writing  with  this  action.  The  employee  may, 
however,  decline  the  offer  without  penalty.  Additionally,  if  the  employee 
accepts  the  offer  of  a  temporary  appointment  or  conversion  to  a  temporary 
appointment,  he/she  is  entitled  to  remain  in  the  Priority  Placement 
Program  until  placed  in  a  permanent  position,  or  the  original  separation 
date  from  the  program,  whichever  occurs  first.' 

This  replaces  and/or  deletes  the  following  policy  contained  in  DoD 
1400.20-1-M: 

-Deletes  Ch  2,  pg.2-9,  para  3. 

-Delete  the  words  'of  one  year  or  less  duration'  from  Ch  3,  pg  3-13.  para 
B17 . 
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-Replace  the  word  'continuing'  with  'permanent'  in  Ch  3.  pg  3-16,  para 
B28,  line  4. 

-Delete  Ch  3,  pg  3-17  and  18,  para  B28g  and  h.  i  ;i. 

-Replace  the  word  ‘continuing’  with  ’permanent'  in  Ch  3,  pg  3-18,  para^yise 
28b,  line  1  and  pg  3- 19.  para  B30  line  2. 

-Deletes  Ch  4.  pg  4-1  and  2,  para  A2.  a  and  b.  In  order  to  retain  some 
policy  contained  in  this  paragraph,  add  an  Exception  to  Ch  4,  pg  4-6, 
para  B,  as  follows:  ’The  Stopper  List  is  not  applied  in  the  conversion 
of  Veterans  Readjustment  Appointments  (VRA’s) ,  disabled  veterans  and 
handicap  appointees  to  career/capeer  conditional  status.  The  Stopper  la 
only  cleared  at  the  time  they  enter  into  the  position. ' 

-Replaces  first  sentence  of  Ch_4,  pg  4-2,  para  A4,  with  'Part-time, 
Intermittent,  Seasonal,  or. On-ieal 1  permanent  positions  which  are  vacant 
will  be  matched  against  the  Stopper  List.' 

-Delete  Ch  4,  pg  4-3,  para  A5,  a,  b.  c.  and  the  two  last  paragraphs  In 
their  entirety .  ...... 

-Delete  the  words  'and  those  occupied  on  a  temporary  basis,  as  described 
in  paragraph  2  above,'  from.Ch  .4, , pg  4-4,  para  A10. 

-Delete  Ch  4,  pg  4-7,  para 

-Delete  Ch  4,  pg  4-9,  para  Bio. 

-Delete  Ch  4,  pg  4-17,  para  D13. 

-Replace  the  word  'continuing’  with  ’permanent*  in  Ch  6,  pg  6-12,  para  E3, 


line  1. 

-Delete  Ch  6,  pg  6-12,  para  R5-jif lr... . 

-Add  Code  13  as  a  report  action  for  Acceptance  or  Declination  of  temporary" 
position  to  Ch  11,  pg  ll-fl.y.  . 

-Delete  the  words  ‘of  less  than  fonia.year ‘  from  Ch  11,  pg  11-8.  para  1., 
line  5.  On  line  6  replace  ’Coda,., 20"  with  "Code  13.' 

-Remove  the  words  'which  will  last  for  one  year  or  less'  from  Ch  12,  pg 
12-4,  para  C3,  where  Referral  Code  *T*  is  listed. 


b.  In  a  message  dated  28  Feb  92,  subject,  PPP/DORS  Policy  Changes, 
an  employee's  response  time  to. Job:  offers  was  increased  from  24  hours  to  3 
to  4  calendar  days.  The  following  policy  replaces  the  first  sentence  of 
Ch  5 ,  pg  5-3,  para  A12: 


'The  normal  reply  tis*-,tp[:^n.offer  involving  CONUS  activities  is 
3  to  4  calendar  days.'  -  - 

3.  These  policy  changes  are  effective  upon  receipt  of  this  document. 

These  changes  will  be  incorporated  into  a  revised  DoD  1400.20-1-M  which  is 
planned  for  release  in  early  FY-93. 


4.  Several  DoD  Initiatives  involving  'job  swaps*  are  included  as 
exceptions  to  the  Stopper  List  in  this  Update.  The  guidance  on  these  will 
be  issued  under  separate  cover  by  ODASD  (CPP/EO)  in  the  near  future. 

5.  Questions  on  the  changes  in  policy  should  be  directed  to  the 
appropriate  Zone  Coordinator  office. 


JAMES  D.  FORI NASH 
Chief,  Defense  Data 
Support  Center 
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PPP  OPTION  COOES  DEFINITIONS 
CIPMS 


080 

INB 

IND 

INI 

IIN 

3310 

IPE 

IPH 

INT 


SECURITY  ADMINISTRATION 

Intelligence  -  Automation:  protection  of  information 
stored,  processed,  and/or  communicated 
by  computer  systems 

Intelligence  -  Disclosure:  determine  whether  informa¬ 
tion/data  contained  in  technical  reports 
papers,  manuscripts  may  be  released 

Intelligence  -  Industrial:  work  in  defense  industrial 
security  progrAm_  (DISP)  and  know  all 
other  security  areas:  e.g.,  personnel, 
disclosure,  technology 

Intelligence  -  Information:  safeguarding  national 

security  information  with  emphasis  on 
classified/sensitive  information 

Intelligence  -  Operations:  programs  designed  to  deny 

the  enemy  information  concerning  planned 
ongoing,  and  completed  operations 

Intelligence  -  Personnel:  establishment,  development, 
and  implementation  of  policy  and  pro¬ 
cedures  to  ensure  acceptance/ retent  ion 
of  personnel  in  the  Armed  Forces 

Intelligence  -  Physical:  concerned  with  protection  of 
personnel „ ^gperty /  equipment,  and 
facilities  froa  hqstile  intelligence 
activities  , 

Intelligence  -  Technical:  policy  development  or 

implementation  of  protecting  classified 
and  other  sensitive,  information  in 
electronic  form  from  interpretation  and 
exploitation  -  e.g.,  communications 
security  (COMSEC)  ,  electronics  security 
(ELSEC) ,  and  technical  surveillance 
countermeasures  (TSCM) 
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132  INTELLIGENCE  SPECIALIST 

IPR  Intelligence  Production  -  production  and  dissemination 

of  intelligence  information  -  includes 
collection,  analysis,  and  assessment 

IOP  Intelligence  Operations  -  processes  by  which  single  and 

multi-disciplines  intelligence  needs  or 
taskings  are  satisfied  -  disciplines 
include  HUMINT,  Cl,  IMINT,  MASINT,  and 
SIGINT 

I  CD  Intelligence  Combat  Developments  -  design  and  develop¬ 

ment  of  concepts,  organizations,  and 
materiel  systems  -  includes  input  to  the 
design  ‘and  development  of  training  and 
doctrine  regarding  the  organizations  and 
systems 

ITH  Intelligence  &  Threat  Sj^irt  -  involves  the  acquisi¬ 

tion,  receipt',  evaluation ,  dissemination, 
and  use  of  foreign  intelligence  and  threat 
information  for  U.S.  military  forces  and 
equipment 


I Cl  Counterintelligence  (Cl)  -  information  gathered  and 

activities  conducted'  to  protect  against 
espionage,  sabotage,  or  assassinations  conducted 
for  or  by  foreign  Activities 

IAC  Acoustics  Intelligence^fAglNT^  -  technical  and 

intel  IfgfSnc^WSs^^tion  derived  from  the 
acoustical  of  the  targeted 

source  -  includes  'a  variety  of  surface  and 
sub-surface  platforms 


ICO  Communications  Intelligence  (COMINT)  -  technical  and 

intelligence  information  derived  from 
intercept  of  foreign  communications 

IEL  Electronic  Intelligence  (ELINT)  -  technical  and 

intelligence  information  derived  from 
foreign  electromagnetic  noncommunications 
transmissions  and/or  radiations  from  other 
than  atomic  detonations  or  radioactive 
sources 
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IHU 


IMX 


IMS 


mn-r  .* 


*7r  . 
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Human  Intelligence  (HUMINT)  -  intelligence  information 
acquired  by  human  sources  through  covert/overt' 
means  and  open  sources 

Imagery  Intelligence  (IMINT)  -  products  of  imagery 

and  photographic  interpretation  processed  for 
intelligence  use 


Measurement  &  Signature  Intelligence  (MASINT)  - 

scientific  and;  technical  intelligence  in¬ 
formation  obtained  by  quantitative  and 
qualitative  analysis  of  data  collected  by 
specific  technical; sensors 


Radar  Intelligence  ( RAM  NT$3fri>  {intelligence  information 
derived  from  data  collected  by  radar 

Signals  Intelligence  (SIGlN^J^i^intelligence  informa¬ 
tion  derived  fromi^i^^lspintercept  -  can  £^r 
elude  communicationspiirinniligence  (COMINT) , 
electronic  intelliginp^fiELINT) ,  and  telemetry 
intelligence 
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'! ■  MILITARY  RESERVE  AMD  NATIOH^GUAgg  TK^HMIC-LAM 

DISABILITY  PLACEMENT  PROGRAM 


(Program  G).  > 


A.  APPLICATION 

This  appendix  applies  to  all  DoD  activities.  It  prescribes 
policies  and  procedures  of  the  Department  of  Defense  Priority 
Placement  Program  (PPP)  concerning  the  registration,  referral  and 
placement  of  Military  Reserve  Technicians,  covered  by  the  Federal 
Employees  Retirement  System  (FEES),  and  National  Guard  Technicians, 
covered  by  FERS  or  the  Civil  Service  Retirement  System  CCSRS) ,  who 
have  applied  for  or  are  receiving  an  annuity sunder  the  provisions  of 
5  United  States  Code  (U.S.C.)  section  8456_  or  5  U.S.C.  Section 
^8337dh) irrespectively .  •  ,  >  :  ■  <- 


B -i •» 56 PURPOSE^  i  •  -  VC  ■  ti  ■■■»»* 

:<ii-  Y  > 

1.  This  appendix  provides  a  method  for  registering  into  the  DoD 
PPP  Military  Reserve  and  National  Guard  Technicians  who  lose  their 
technician  positions  because  of  a  d  1  sab i lltyjj^ha^yi^sc^|al4^ lea  them 
from  membership  in  the  National  Guard  or  in  a  reserve  component  of 
the  Armed  Forces,  or  from  holding  the  military  .grade  Required  by 
their  technician  employment.  It  also  provides,- for  the*  referral  of 
these  technicians  for  placement  in  positions  in  the  competitive  or 
excepted  service  at  appropriate  DoD  activities. 

■  Tf.  r  ? ~  -  .  •  •  ■  •  ,  .  •-  s  ;  ; V.'r  • 

2.  All  DoD  plicies  and  procedures,  applicable.- to.  .t|ie.  Priority 
Placement  Program  set  forth  in  this  manual  apply,  except  as  modified 


herel«s«9bb‘i  'Y* -■'icmc ; 

■  v 

C.^jBAUTHQBlJT 

Vd.  5sU. S .C.  Section  8337(h) 


&  '  .  t  -  -j  da*Ae  *  i 


i  -u  na**  ■<***■ 


1F2.'  5'U.S.C;  Section  8456 


3.  5  C.F.R.  Part  330,  Subpart  H 

D.  BEQI STBATIOH  ELIGIBILITY 


'-1.  Current  or  former  Military  Reserve  Technicians  covered  by 
FERS  and  National  Guard  Technicians  covered  by  FERS  or  CSRS ,  who: 

a.  Are  separated  from  such  positions  (or,  in  the  case  of 
National  Guard  Technicians,  were  separated  from  such  positions  on  or 
after  31  December  1979)  because  of  a  service-connected  medical 
disability  that  disqualified  them  from  membership  in  the  Army  or  Air 
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Force  Reserve  or  the  National  Guard,  or  from  holding  the  military 
grade  required  for  such  employment; 

b.  Have  not  been  found  by  OPM  to  be  disabled  under  5  U.S.C. 
section  8337  (a),  or  5  U.S.C.  section  8451;  and 

c.  Have  applied  for  or  are  receiving  an  annuity  under  the 
provisions  of  5  U.S.C.  section  8337(h) .  or  under  the  provisions  of  5 
U.S.C.  section  8456.  (Eligibility  requirements  for  this  annuity  are 
different  than  for  a  regular  disability  annuity.) 

NOTE:  Registering  activities  will  document  each  case  with  all 

pertinent  data  necessary  to  support  a,  b  and  c  above. 

2.  The  registration  of  eligible  technicians  in  the  Priority 
Placement  Program  is  mandatory. 

E.  PROGRAM  CODE  AMD  PRIORITY 

Eligible  Military  Reserve  and  National  Guard  Technicians  will  be 
registered  under  program  code  " G ’  as  a  Priority  3.  The  resumes  of 
these  technicians  will  be  printed  with  the  legend  ‘Military  Reserve 
and  National  Guard  Technician  Disability  Program'  at  the  top  of  the 
resume . 

F.  PERIOD  OF  REGISTRATION 

A  Military  Reserve  or  National  Guard  Technician  is  eligible  to  be 
registered  as  soon  as  it  is  determined  that  the  technician  is  no 
longer  qualified  for  membership  in  the  Array  or  Air  Force  Reserve  or 
the  National  Guard,  in  accordance  with  paragraph  D  above. 

Registration  eligibility  continues  indefinitely.  Registration  will 
be  terminated  when  one  of  the  following  occurs: 

1.  The  registrant  is  placed  in  any  non- temporary  Federal 
position ; 

2.  The  registrant  declines  a  position  in  the  Federal  service  for 
which  qualified,  provided  the  position  is  at  the  same  grade,  or 
equivalent  level ,  in  the  same  commuting  area  and  with  at  least  the 
same  tenure  and  work  schedule  as  the  former  Military  Reserve  or 
National  Guard  Technician  position; 

3.  The  registrant  has  been  restored  to  earning  capacity  as 
determined  by  OPM  under  5  U.S.C. ,  section  8337  or  section  8455;  or 

4.  The  registrant  is  subject  to  any  other  circumstance  which 
terminates  his  or  her  eligibility  for  an  annuity  under  5  U.S.C. 
section  8337(h)(1)  or  section  8456. 
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G .•-•VPHOnvrirrRPP! *  TOR  REGISTERING  ACTIVITIES 

-» i  ti  ■  ‘t  **  *  4-  r‘-  *  v  .-  •!»#&-'  ■  *,  ”  •  J 

1 .  Personnel-  Offices  servicing  Military  Reserve  or  :H$&£6nal 
Guard  Techriicians-.'whd'become  el-lgt1>ie  to  registet^^^Si^$fll^a^ 

appendix,  will  act  as  the  registering  activity,  with  the  following 
exception:  the  Air  Force  has  designated  Headquarters,  ^^‘Force 

Reserve,  DPC ,  as  the  Air  Force  registering  activity  (ActiSHH-y  Code 
394A)  for  purposes  of 'fcegistering^iSlf'gible  Air  Force  Eeier^““  - •'  1 
Technicians  who  currently  or  formerly  occupied  officer  level 
^ 'positions . 

2.  Eligible  technicians  will  be  registered  only  for  DoD 
activities  within  the  commuting  area  of  the  technician's  last  duty 
station.  Individuals  will  not  be  registered  for  any  DoD  activity 
which  would  result  in  a  permanent  change  of  station  move.  National 
Guard  technician  registrants  will  be  registered  for  the  National 
Guard  registering  activity  if  the  activity  also  services  positions, 
which  do  not  require  Guard  membership,  for  which  the  registrant  can 
be  referred. 

iw;3.  Eligible  technicians  will  be- -registered  only  for  skills  for 
which  well  qualified  and  only  at  the  grade  level  or  the  equivalent 
grade  level  of  the  Military  Reserve  or  National  Guard  Technician 
position  from  which  separated. 

■  •  *  *  ,i  •  *  ”  •' 

/ 

4.  Registering  activities  will': 

a.  Confirm  registration  eligibility; 

b.  Complete  Format  1  in  accordance  with  Chapter  8  of  the 
manual,  except  as  modified  below: 

1  (1)  Item  5  Program  Code,  enter  "G*. 


3. 


(2)  Items  34  through  38  Skills.  The  high  grade  and  low 

rade  wil  be  the  grade  the  technician  held  upon  separation"  (see 

"**"  '  I#' t-‘  '  !  ■”>-  ro-iS''  • 

(3)  Item  41  Separation  Date,  leave  blank. 


‘agraph  G3  aboVd ) . 


-  ■=  (4)  Item  42  Program  Release  Date,  leave  blank. 

(5)  Item  43  Priority,  enter  ‘3*. 

(6)  Items  52  through  56  Individual  Activity  Selections. 
Complete  in  accordance  with  paragraph  G2  above. 


c.  Counsel  registrants: 

(1)  that  a  technician’s  annuity  terminates  on  the  date 
the  individual  is  appointed  to  a  position  in  the  Federal  Government 
or  on  the  date  the  individual  declines  an  offer  of  appointment  and 
that  they  must-;  therefore,  respond  to  job  offer  inquiries;  and 


(2)  that  registrants  referred  under  these  provisions 
will  be  expected  to  enter  on  duty  within  two  weeks  after  acceptance 
of  an  offer  or  in  no  case  later  than  30  days,  without  the  mutual 
agreement  between  the  registering  and  gaining  activities. 

5.  When  a  position  offer  is  received  under  the  provisions  of 
this  appendix,  the  registering  activity  must  advise  the  registrant  of 
the  offer  in  writing.  This  written  offer  must  also  include  a 
statement  advising  the  individual  that  (a)  failure  to  reply  will  be 
treated  as  a  declination  of  a  Job  offer  and  may  result  in  termination 
of  the  annuity,  and  (b)  any  indication  that  he  or  she  does  not  wish 
to  be  considered  for  the  position  may  also  adversely  affect  the 
continued  receipt  of  the  annuity. 

6.  Upon  appointment  or  declination  of  a  position  offer  under  the 
provisions  of  this  appendix,  the  registering  activity  will  notify  0PM 
in  writing  of  such  appointment  or  declination.  This  notification 
should  be  mailed  to  the  address  below,  and  must  include  the  name  and 
social  security  number  of  the  registrant;  the  date  of  the  appointment 
or  declination;  the  title,  pay  plan,  series,  grade,  and  rate  of  pay 
of  the  position;  and,  if  an  appointment,  the-  name  and  address  of  the 
employing  activity: 


Office  of  Personnel  Management 
Employee  Service  and  Records  Center 
Boyers,  PA  16017 

H.  PROCEDURES  -  PAIRING  ACTIVITIES 

Potential  gaining  activities  will: 

1.  Match  vacancies  in  the  competitive  and  excepted  service 
against  Stopper  Lists  and  submit  requisitions  in  accordance  with  the 
provisions  in  Chapter  4. 

2t.  Make  offers  in  normal  priority  order.  An  offer  to  a  Priority 
3  Military  Reserve  or  National  Guard  Technician  registrant  will  be 
made  after  other  Priority  3  PPP  registrants. 

3.  Effect  appointments  noting  the  following;  National  Guard 
Technicians  are  employed  by  the  Guard  under  excepted  appointments  and 
most  of  them  have  never  acquired  competitive  status.  Public  Law 
99-566  provides  noncompetitive  entry  for  these  technicians  into  the 
competitive  service  if  they  had  at  least  3  years  of  service  with  the 
National  Guard.  They  must  meet  qualification  requirements  and  be 
appointed  within  1  year  after  separation  from  the  Guard  ae  a 
technician.  Those  who  do  not  meet  noncompetitive  entry  requirements 
should  be  appointed  under  Schedule  A  authority  213.3102(J) ,  or  other 
appropriate  excepted  service  appointing  authorities.  The  other 
Military  Reserve  Technicians  have  competitive  status,  except  those  in 
Excepted  Service  positions  (e  g.  ,  Intelligence  Specialist)  . 
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Beg is taring  activities  are  responsible  for  the  dav-to-d«^fe^^-v  ' 
maintenance  of  registration  records.  In  addition,  since  regfltretipn 
eligibility  in  this  program  continues  indefinitely,  registering" 
activities  must  establish  procedures  to  assure  that  the  current 
status  of  each  registrant  is  determined  on  an  annual  basis. 


DEPARTMENT  OF  DEFENSE 

CIVILIAN  PERSONNEL  SYSTEMS  CENTER 
S1 13  LaMburg  Pika.  SoHe  302 
Falls  Church,  VA  22041 


DOSC,  200  freedom  road,  sure  i  (Mr  .  For  inash/ ( AV)  986- 5 1 55/ek )  16  Sep  92 

DAYTON,  OH  45444-0310 

SUBJECT:  Priority  Placement  Program  (PPP)  Update  92-2 

TO:  Civilian  Personnel  Officer 

All  DoD  Activities 


1.  On  13  Jul  92  we  issued  Priority  Placement  Program  Update  92-1  which 
contained  changes  in  policy  and  procedures  for  the  program.  Included  m 
that  Update  was  an  Attachment  1  which  was  an  addition  of  three  pages  (D-6, 
7.  and  8)  containing  option  codes  for  requisitioning  and  registering  of 
Civilian  Intelligence  Personnel  Management  System  (CIPMS)  positions.  The 
attached  page  D-6  replaces  pages  D-6,  7,  and  8  included  in  the  PPP  Update 
92-1. 

2.  If  you  have  any  questions,  please  contact  us  on  AUT0V0N  986-5060  or 
Commercial  513-296-5060. 


Enel 


Ova>OLA  "3D- 


JAMES  D.  FORINASH 
Director,  Defense  Data 
Support  Center 


CIVILIAN  INTELLIGENCE  PERSONNEL  MANAGEMENT  SYSTEM  (CIPMS) 

OFTION  CODES 


ANY  APPROPRIATE  SERIES 
ING  Intelligence 

INST  Scientific  &  Technical  Intelligence  Production 

+FLP  Foreign  Language  Proficient 

(+  indicates  the  language  must  be  included  in  Items  39  and  40 
on  the  registration  or  file  maintenance  formats.) 

080  SECURITY  ADMINISTRATION 

INB  Automation 

IND  Disclosure 

INI  Industrial 

IIN  Information 

INO  Operations  Security 

IPE  Personnel 

I PH  Physical 

INT  Technical 

132  .  INTELLIGENCE  SPECIALIST 

IPR  Intelligence  Production 

IOP  Intelligence  Operations 

ICD  Intelligence  Combat  Developments 

ITH  Intelligence  &  Threat  Support 

ICI  Counterintelligence  (Cl) 

I AC  Acoustics  Intelligence  (ACINT) 

ICO  Communications  Intelligence  (COMINT) 

IEL  Electronic  Intelligence  (ELINT) 

I HU  Human  Intelligence  (HUMINT) 

IMI  Imagery  Intelligence  (IMINT) 

IMS  Measurement  &  Signature  Intelligence  (MASINT) 

IRA  Radar  Intelligence  (RADINT) 

ISI  Signals  Intelligence  (SIGINT) 


REPLY  10  DCPSC 

bosCtMOHMKlii'linMisiWE^  (Mr.  Forlnash/DSN  966— 5255/ek)  21  Sep  92 

DAYTON,  OH  45444-6*10 


SUBJECT:.  Priority  Placement  Program  (PPP)  Update  92-3 


TO:  Civilian  Personnel  Officer 

All  DoD  Activities 

1.  The  following  changes  must  be  made  to  the  policy/procedures  contained 
in  DoD  1400.20-1-M,  dated .September  1990: 

a.  To  the  PPP  Update  92-1,  dated  13  Jul  92,  add  the  following 
sentence  as  paragraph  2. a. 5.:  'PPP  registrants  placed  in  a  :±dmporary 
assignment  are  not  to  be  displaced  by  another  registrant  when:  tie  activity 
is  extending  the  original  length  of  the  assignment.' 

b.  Change  Chapter  3,  page  3-13,  para  B.17,  of  DoD  1400>20-1-M  to 

read:  'Employees  scheduled  for  separation  and  family  members/spouses  who 

are  available  for  temporary  positions  in  their  commuting  area  will  be 
identified  by  entering  "T‘  in  Item  28  of  Begistration/File  Maintenance 
Format  *  1 . * 

c.  To  the  PPP  Update  92-2,  dated  16  Sep  92.  which  was  a  list  of  CIFMS 
option  codes  to  be  filed  in  Appendix  D  of  DoD  1400.20-1-M,  change  option 
code  'INST*  listed  under  'Any  Appropriate  Series'  to  '1ST.' 

2.  Questions  should  be  referred  to  Ann  Madges,  DSN  986-5156  or  Commercial 
513-296-5156. 


t 


DEPARTMENT  OF  DEFENSE 

DATA  SUPPORT  CENTER 
GENTILE  STATION 
200  FREEDOM  ROAD  SUITE  1 
DAYTON,  OH  45444-5310 

IN  REPLY 

REFERTO  DDSC  (Mrs.  Madges/DSN986-5 156/ek)  6  May  93 

SUBJECT:  Automated  STOPPER  and  Referral  System  (ASARS) 

TO:  Civilian  Personnel  Officer 

Ali  DoD  Activities 


1.  The  Automated  STOPPER  and  Referral  System  (ASARS)  will  be  implemented  17 
May  93  and  brings  with  it  major  changes  in  the  way  positions  are  cleared. 

2.  ASARS  is  one  automated  system  which  uses  the  Bulletin  Board  System  (BBS) 
to  provide  a  way  to  requisition  for  priority  referrals  through  the  Automated 
STOPPER  or  voluntary  referrals  through  the  Automated  Referral. 

a.  The  Automated  STOPPER  is  used  by  BoD  ’A'  coded  activities  to  match  and 
clear  positions  which  are  subject  to  the  DoD  Stability  of  Civilian  Employment 
Program,  including  the  Priority  Placement  Program  (PPP) .  The  Automated 
STOPPER  replaces  what  was  formerly  known  as  the  Stopper  List/Autodm  system. 
The  Automated  STOPPER  policy  is  contained  in  Chapter  4  and  the  procedures  for 
requisitioning  are  covered  in  Chapter  10.  There  will  no  longer  be  a  paper 
Stopper  List  to  review.  Clearing  the  Automated  STOPPER  will  be  accomplished 
by  submitting  a  requisition  for  each  position  that  is  not  an  Exception 
(covered  in  Chapter  4  or  granted  by  the  Zone  Coordinator  structure) . 

b.  DoD  activities  in  foreign  areas  will  continue  to  receive  a  hard  copy 
Stopper  List  with  resumes  attached  until  communications  make  it  possible  to 
complete  all  processing  through  the  BBS.  Until  such  time,  these  activities 
must  continue  to  clear  the  Stopper  List  for  each  position  unless  an  authorized 
exception  applies. 

c.  The  Automated  Referral  mav  be  used  by  DoD  'A'  coded  activities  tor 
voluntary  referrals  of  individuals  registered  in  the  Defense  Outplacement 
Referral  System  (DORS).  The  Automated  Referral  replaces  the  Overseas 
Employment  Program  (OEP)  and  incorporates  the  Defense  Outplacement  Referral 
System  (DORS)  into  the  same  system.  DORS  now  allows  registration  for 
positions  located  stateside  AND  overseas  and  is  strictly  a  referral  system. 
Requisitioning  under  the  Automated  Referral  wnl  result  in  reterral  of  DORS 
registrants  only  and  it  does  NOT  fulfill  the  requirement  to  clear  the 
Automated  STOPPER 

3.  It  is  imperative  that  the  attachments  oe  read  ar.d  studied  bv  all 
personnel  ists  involved  m  recruitment  ana  placement.  For  questions  on  t.ne 
process  of  using  the  BBS  tor  As ARE.  contact  DISC  :n  Dayton.  Oh:  however,  a  1 1 

questions  on  policy  should  continue  to  ce  directed _ to  you  r  Zone  Coord  i  ,*ia  t  or  '  s 

office 


DDSC 

SUBJECT: 


6  May  93 
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Automated  STOPPER  and  Referral  System  (ASARS) 


4.  The  following  gives  an  overview  of  each  attachment;  however,  in  order  to 
understand  ASARS,  the  entire  chapter/appendix  must  be  read  since  procedures 
have  completely  changed: 

a.  Chapter  4  -  Contains  the  policy  and  procedures  for  the  gaining 
activity.  For  the  most  part,  policy  remains  unchanged:  however,  the  chapter 
has  been  reorganized  for  quicker  reference  and  to  incorporate  ASARS 
procedures.  In  addition  to  ASARS  changes,  policy  changes/additions  from  a 
recent  PPP  Board  Meeting  are  highlighted  below.  Remove  current  Chapter  4  and 
replace  with  attached. 


(1)  Changes  on  filling  temporary  positions  and  temporary  assignments 
are  contained  in  Chapter  4,  Paragraph  B4  and  B5. 

(2)  The  procedures  for  making  offers  based  on  ASARS  is  contained  in 
paragraph  B6  of  Chapter  4. 

(3)  Procedures  for  clearing  positions  located  in  Alaska,  Hawaii,  and 
Puerto  Rico  are  contained  in  Paragraph  B17. 

(4)  An  'Exception'  is  added  under  ‘Reassignments  and  changes  to  lower 
grade  within  the  component'  when  the  change  does  not  meet  the  definition  of 
OPM' s  transfer  of  function  definition  (Paragraph  Clb(2)). 

(5)  An  existing  'Exception'  modified  to  include  'foil*/  -on  placement' 
of  'key  or  critical  position'  individuals  after  the  base  closes  Paragraph 
Cle (7) )  . 

(6)  GS-1702,  Education  and  Training  Technician/Aid ,  are  not  included 
under  the  GS-300  special  skill  identifier  for  PPP  purposes  (Paragraph  El). 

(7)  Includes  new  procedures  for  clearing  Apprentice  (WT)  positions  in 
Paragraph  E4 . 

b.  Chapter  10  -  Contains  the  requisitioning  procedures  for  ASARS  which 
includes  mandatory  requisitioning  under  the  Automated  STOPPER  and  voluntary 
requisitioning  under  the  Automated  Referral.  A  copy  of  the  new  Position 
Requisition/Control  Format  is  included  and  the  chapter  contains  instructions 
on  the  completion  of  each  Item  on  the  format.  Remove  current  Chapter  10  and 
replace  with  attached. 

(1)  The  beginning  of  the  chapter  explains  ASARS  and  the  remainder  is 
broken  into  two  parts.  The  first  contains  the  Automated  STOPPER  and  the  last 
few  pages  cover  the  Automated  Referral. 

(2)  This  chapter  contains  reference  to  the  Reemployment  Priority  List 
(RPL)  which  will  be  an  automated  DoD  referral  program  and  will  be  issued  as  a 
separate  appendix  in  the  next  few  months 

c.  Appendix  C  -  Contains  codes  for  completion  of  I  terns  contained  on  the 
Reg l strati on/Fi 1 e  Maintenance  Format. 

(1)  Line  through  page  C-5  and  C-8  'but  .eave  in  appendix:  discard  Page 
C-9.  Replace  these  pages  by  inserting  attached  Pages  C-9.  C-10  and  C-li. 
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SUBJECT:  Automated  STOPPER  and  Referral  System  (ASARS) 


(2)  Please  take  special  note  that  the  code  for  Germany  has  been 
changed  from  GE  to  GM. 

(3)  The  remaining  pages  of  this  appendix  will  be  updated  when  the 
entire  manual  is  revised  in  the  next  few  months. 

d.  Appendix  L  -  This  new  appendix  contains  the  DORS  policy  and  procedures 
and  replaces  the  DORS  USER'S  GUIDE,  dated  January  92,  which  is  now  obsolete. 

We  have  not  included  the  attachments  that  were  originally  included  in  the  DORS 
USER’S  GUIDE  since  they  are  already  part  of  the  basic  DoD  1400.20-1-M. 

(1)  DORS  is  now  used  to  register/ref er  individuals  for  overseas 
locations.  (The  Overseas  Employment  Program  [OEP]  is  obsolete.)  There  is  no 
longer  an  'Acceptance  List"  containing  acceptable  positions,  grades,  and 
locations  for  overseas  positions.  Individuals  are  registered  for  up  to  five 
skills  for  which  eligible  and  up  to  20  countries  for  which  available  to  work. 

(2)  We  have  removed  all  dates  from  'Z*  program  registrations; 
therefore,  review  new  procedures  on  page  L-4  and  file  maintain,  if  necessary. 

e.  Copy  of  revised  Registration/File  Maintenance  Format  which  will  be 
used  for  all  programs. 

(1)  Item  15  has  been  changed  and  may  require  file  maintenance  for 
current  registrants. 

(2)  Item  56  is  now  used  for  entry  of  up  to  20  country  codes  for  DORS 
referral . 

5.  Current  Chapter  7,  Overseas  Employment  Program  (Program  B)  and  Chapter  12, 
Autodin  Procedures,  must  be  removed  and  discarded.  The  'holes'  created  by  the 
deletion  of  these  chapters  will  be  fixed  when  the  entire  DoD  1400.20-1-M  is 
rewritten  and  distributed  in  the  next  three  months. 

6.  Upon  implementation  of  ASARS,  current  active  requisitions  under  the 
AUTODIN  system  will  be  closed  automatically  by  DDSC.  All  outstanding  referral 
resumes  (received  as  a  result  of  requisitioning  from  the  Stopper  List  or 
Autodin)  must  be  worked  and  returned  with  appropriate  report  actions.  If  you 
have  outstanding  resumes  that  you  are  working,  it  is  not  necessary  to  submit  a 
new  requisition  under  ASARS  If  selection  la  made  from  a  referral  on  hand. 
However,  if  a  current  active  requisition  is  unmatched  or  you  have  worked  all 
referral  resumes  in  hand,  it  is  necessary  to  submit  a  new  requisition.  It 
will  be  important  to  keep  all  documentation  to  ensure  you  have  a  proper  audit 
trail  on  the  action. 

7.  Questions  on  the  automation  procedures  of  ASARS  should  be  directed  to  DDSC 
in  Dayton.  All  policy  questions  must  be  referred  to  the  appropriate  Zone 
Coordinator  office. 

(1  (iW-o 

/A  ’'JAMES  D.  FORI  NASH 
C  \  Director-  ^ense  &ata 
'  Support  Center 


41 


POSITION  REQUISITION/CONTROL  FORMAT 


MAY  BE  REPRODUCED  LOCALLY 


*  _  REGISTOATI ON/FILE  MAINIENANCE  FORMAT 

INFORMATION  YOU  PROVIDE  IS  PROTECTED  AND  ONLY  DISCLOSED  IN  ACCORDANCE  WITH  TOE  PRIVACY  ACT  OF  1974 


CHECK  HERE  IF  THIS  IS  A  FILE  MAINTENANCE  . . . 


01.  registering:  activity  ax®  . 

02.  REGISTERING  CFO  CONTACT  -  last, first,  ml 

03.  CPO  CONTACT  PHONE  NUMBER . 

04.  SOCIAL  SECURITY  NUMBER  OF  REGISTRANT  . . . 


05. 


06. 

07. 


08.  CITY 
09.  STATE 
10.  ZIP  . 


tarn; 


12.  COMPONENT 

13.  PAY  GROUP 

14.  POSITION 


pe*: 


22.  MAJOR . 

23.  SERVICE  COMPUTATION  DATE 

24.  SECURITY  CLEARANCE . 

25.  T®URE  GROUP . 


26. 


27.  AVAILABLE  FOR  GM/SUPERVISOR  OR  BOTH . 

28.  AVAILABLE  FOR  TEMPORARY  POSITION . 

29.  AVAIIAHLE  FOR  NON  DOD  FEDERAL/OVERSEAS  CXI  BOTH 

30.  AVAILABLE  FOR  RESERVE  TECHNICIAN . 


JOB  FRCM  TO 

EXFER:  YR  MO  YR  MO 


MAY  BE  REPRODUCED  LOCALLY 


ZS 


INFORMATION  YOU  PROVIDE  IS 


SKILLS: 


FIIE  MAINTENANCE  FORMAT  '  I 

ND  ONLY  DISCLOSED  IN  ACCORDANCE  WITH  THE  PRIVACY  ACT  OF  1974 1 


OPTIONS 


HI  LO 
G3R  GR 


34.  SKILL  1 

35.  SKILL  2 

36.  SKILL  3 

37.  SKILL  4 

38.  SKILL  5 


ADDITIONAL  EMPLOYEE  INFORMATION  /  SPECIAL  QUALIFICATION: 


39.  INTO  1 

40.  INFO  2 


41.  SEPARATION/EFFECTIVE  DATE  OF  CHANGE  TO  LOWER  GRACE  DATE  -  YR,  MO,  DAY 


42.  PROGRAM  RELEASE  DATE  -  YR,  MO,  DAY 


43.  PRIORITY 


44.  OVERSEAS  COUNTRY  LOCATION 


45.  RETURN  RIGHTS 


46.  RETURN  RIGHTS  TO  ALASKA,  HAWAII,  OR  PUERTO  RICO  ?  ENTER  AK,  HI,  OR  RQ 


50.  STATE 


ACTIVITY  SELECTIONS: 


52.  ACT  1-10 


53.  ACT  11-20 

54.  ACT  21-30 

55.  ACT  31-40 


56.  CTRY  1-20 


57.  AVAILABLE  FOR  PRIVATE  SECTOR  CONSIDERATION 


58.  PRIVATE  SECTOR  REGION  CODE  . 

59.  PRIVATE  SECTOR  STATE  CODE  1 


60.  PRIVATE  SECTOR  CITY  1 


61.  PRIVATE  SBCTOR  STATE  CODE  2 


62.  PRIVATE  SECTOR  CITY  2  . 

63.  PPP  APPROVING  OFFICIAL 


I  CERTIFY  THAT  I  HAVE  BEEN  COUNSELED  CONCERNING  THIS  REGI  STRATI CN/FIIJ3  MAINTENANCE. 


REGISTRANT 


CHAPTER  4 


PRIORITY  PLACEMENT  PROGRAM 
GAINING  ACTIVITY  POLICIES  AND  PROCEDURES 

A.  INTRODUCTION 


Tms  chaoter  contains  policy  and  tne  Automated  STOPPER 
nrocpoiires  pertainina  to  aainina  activities.  Detailed  procedures 
tor-  reaui si 1 1 oni no  throuqn  tne  Automated  STOPPER  and  Referral 
system  intiAKS*  unon  receiot  of  a  Standard  Form  (SF>  52  or  tne 
commencement  of  recruitment  are  presented  in  Chapter  10  of  this 
nanua: i  . ne  policy  tor  ciearina  tne  PPP  Automated  STOPPER  must 
oe  followed  uniess  specifically  excluded  by  paraqraph  C. 
tMcootions.  neiow  or  wnen  the  responsible  Zone  or  Kegional 
Loorainator.  under  delegated  authority,  qrants  an  exception. 

B.  GAINING  ACTIVITY  POLICY 

1.  All  positions  in  the  Competitive  and  Excepted  Service  at 
grades  Gb-1  through  GS/bn-lb.  all  Federal  Wage  System  grades  and 
all  special  pay  systems  are  subject  to  the  Automated  STOPPER 
unless  specifically  exempt.  Upon  receipt  of  a  referral  resume 
indicating  registrants  are  available  for  placement,  the  policies 
and  procedures  outlined  in  this  chapter  apply. 

a.  Priority  1  and  2  Reoistrants.  When  Priority  1  or  2 
registrants  are  available,  all  promotions,  demotions, 
reassignments,  appointments  (including  reinstatements) ,  and 
transfers  are  prohibited.  The  activity  may  not  fill  a  matched 
position  bv  competitive  or  noncompetitive  action,  except  as 
provided  herein.  This  restriction  applies  even  when  the  activity 
is  DroniDited  from  increasino  on-board  strenath.  In  such  cases, 
the  activity  must  either  obtain  authority  from  within  the 
component  to  make  an  ot+er  or  refer  tne  matter  to  the  Zone 
Coordinator. 

b.  Priority  o>  Keoistrants.  When  Priority  3  registrants 
are  available,  ail  appointments  (mciudino  reinstatements)  and 
t^ansrers  are  prohibited.  1  he  availability  of  Priority  6 
registrants  will  not  preclude  the  tiliinq  of  positions  by 
oromot i on ,  demotion,  or  reassi gnment ,  provided  a  person  currently 
emoioved  on  a  non-temoorarv  appointment,  includino  lerm.  within 
tne  component  15  selected.  For  this  purpose  there  are  five 
components:  nrmv,  Navv.  Air  Force.  Defense  Logistics  Aaency 
*ui_e>  anc  tn«=>  uetense  eoencies.  wnen  consideration  is  to  be  given 
to  candidates  not  currently  employed  within  DoD,  a  requisition 
must  be  submitted  immediately  usino  a  referral  code  (see  Chapter 
1 U)  that  includes  the  Priority  i  registrants.  (Guidance  on 
Military  bpouse  Preference  Proaram  registrants  is  contained  in 
Appendix  I . ) 
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2.  CHAN6  1  Nb .  CANCELLING  UR  DELATING  ft  FILL  ACTION;  Under  no 
circumstances  shall  a  position  be  changed  as  to  series,  qrade. 
location  or  option  cooelsi:  canceled:  or  till  action  delayed  for 
the  purpose  ot  avoiding  makino  an  otter  to  a  PPP  registrant, 
cnanqes.  cancellations,  or  delays  in  repui si tionino  or  makino  an 
o+ter  Mill  be  subject  to  investigation  and  corrective  action  bv 
zone  and  rteoionai  Loorainators.  io  avoia  an  investigation,  the 
activity  should  obtain  zone  Coordinator  approval  prior  to 
cancel n no  or  cnanoina  a  position  once  it  has  received  re+erral 
-esumes  through  the  Automated  u I  UPPER. 

PERrtANEM  POSIT  lUNb;  All  activities  in  the  United  States 
and  Puerto  Kico  must  match  all  vacant  positions  throuah  the  PPP 
Automated  STOPPER.  Ihis  includes  vacant  positions  that  are 
located  outside  the  United  States  but  serviced  by  a  civilian 
personnel  o++ice  in  the  United  States.  (Chapter  6  of  this  manual 
contains  the  policy  tor  overseas  activities.)  The  term 
‘•activity*1  includes  all  organizations  serviced  by  one  Civilian 
Personnel  O+fice  (CPU).  An  activity  must  submit  a  requisition 
throuan  the  PPP  Automated  STOPPER,  upon  receipt  of  an  SF-52, 
Request  for  Personnel  Action,  or  equivalent  request.  or  when 
recruitment  begins  on  the  basis  of  an  anticipated  request.  This 
applies  to  Competitive  and  Excepted  Service  positions. 
Requisitions  are  to  be  submitted  to  the  Defense  Data  Support 
Center  (DDSC)  via  the  bulletin  Board  System  (BBS).  The 
requisition  will  remain  active  during  the  recruitinq  cycle  until 
the  position  is  filled  with  a  PPP  reqistrant,  an  in-service 
referral  list  is  issued  or  a  commitment  is  made. 

4.  PERflANENT  AND  TEMPORARY  PART-TIME,  INTERMITTENT.  SEASONAL 
UR  UN-CALL  PUSITlUNS:  All  vacant  permanent  and  temporary  part- 
time.  intermittent,  seasonal  and  on-call  positions  are  subject  to 
the  PPP  and  requisitions  must  be  submitted. 

a.  A  reauisition  will  be  submitted  and  offers  made  in 
nrioritv  order  to  those  registrants  whose  residence  is  within  the 
commutina  area  of  the  position.  Registrants  may  decline  otters 
or  permanent  part— time.  intermittent.  seasonal .  or  on— cal l 
positions  without  attectino  registration  eligibility,  unless  the 
nours  o-*-  employment  ot  tne  reaistrant  at  the  time  ot  real  strati  on 
eligibility  were  essentially  the  same  as  or  less  than  those  ot 
tne  position  Deino  ottered.  for  example,  a  parttime  employee/ 
registrant  working  20  hours  per  week  ottered  a  part-time  job 
working  20  or  more  nours  per  week  must  accept  the  otter  or  be 
deleted  from  the  PPP.  Registrants  restricting  their  availability 
to  part-time,  intermittent,  seasonal,  or  on-call  jobs  within  tne 
commuting  area  must  accept  otters  of  permanent  positions  with 
essentially  the  same  work  schedule  as  the  position  held  at  the 
time  of  registration  or  be  deleted  from  the  PPP. 
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o.  *-<eoi  strants  mav  accept  or  decline  temporary  part-time 
or  intermittent  jobs  witnout  oenaitv  and  remain  in  the  PPP. 

c.  hmpiovees  of  the  Panama  Canal  Commission.  registered 
ov  activity  code  u/oh.  must  be  ottered  seasonal  positions. 
Panama  canal  Commission  employees  placed  in  seasonal  positions 
unner  tnis  provision  will  have  all  PCS  costs  paid  by  the 
reaisterinq  activity.  OoU  activities  are  not  authorized  to  pay 
the  temporary  Quarters  Subsistence  and  Miscellaneous  Expense 
Allowance  tor  such  employees. 

b.  mLL-TIME  TEMPORARY  POSITIONS  AND  TEMPORARY  ACTIONS 
AbAINST  PERMANENT  POSITIONS 


a.  Temporary  Positions:  Vacant  temporary  positions 
expected  to  last  one  year  or  less,  except  those  which  support 
special  hirinp  programs  such  as  the  Federal  Summer  Intern 
Program,  the  Federal  Summer  Employment  Program  or  the 
Stay— In— School  Proqram,  that  will  be  tilled  trom  outside  the 
activity  workforce  must  be  matched  against  PPP  registrants 
identified  with  a  "T"  code  through  the  Automated  STOPPER  (see 
Chapter  10  tor  requisition  procedures) .  When  registrants  are 
referred  tor  temporary  positions  offers  are  to  be  made  only  to 
those  residinq  in  the  commuting  area  and  appointments  effected 
oniy  after  the  registrant  has  been  separated  with  a  break  in 
service  of  more  than  three  days,  unless  the  person  is  currently 
emDiovea  dv  the  activity  having  the  vacancy.  Accordingly,  the 
resoonsiDi 1 1  tv  tor  payment  of  lump  sum  leave  and  severance  pay 
remains  witn  the  releasing  activity.  Reoistrants  may  decline 
otters  to  temporary  positions  and  continue  in  the  PPP;  however , 
tne  reoistration  will  be  changed  to  indicate  availability  only 
tor  oermanent  positions. 

D.  Extensions  of  lemoorarv  Appointments;  Temporary 
positions  tilled  initially  trom  outside  the  activity  by  other 
tnan  a  Prr  reaistrant  win  be  matched  throuah  the  Automated 
S  ruPPtK  aaain  when  there  is  a  request  to  extend  the  temporary 
action  beyond  one  year  unless  the  total  assignment  period  is  less 
than  one  year  in  which  case  follow— on  matching  is  not  reguired. 
Any  extension  that  causes  the  action  to  exceed  one  calendar  year 
will  subject  the  position  to  Automated  STOPPER  procedures.  If 
the  requested  extension  is  tor  a  person  referred  through  the 
Automated  STOPPER  the  action  should  be  processed  without 
submitting  a  requisition  to  the  DDSC. 

c.  Counsel i nq ;  PPP  registrants  who  are  still  employed 
should  be  informed  of  a  possible  loss  of  retained  grade  and  pay 
entitlement  when  they  accept  a  temporary  position  as  a  direct 
result  of  RIF  or  follow-on  placement  action.  Entitlement  to 
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araae  ana  nay  retention  deoends  on  the  nature  o+  the  appointment 
neld  by  the  employee  immediately  before  the  action  taken. 
Consequently.  employees  downaraded  after  receivina  a  temporary 
appointment  at  the  former  arade  are  not  entitled  to  grade/pay 
retention.  However,  an  employee  who  is  immediately  downgraded  by 
means  of  a  permanent  appointment  or  a  temporary  appointment  would 
continue  to  be  entitled  to  arade  and  pay  retention  (based  on  the 
initial  action,  not  the  subsequent  action)  even  if  he  or  she  is 
subsequently  downgraded,  temporarily  promoted  or  permanently 
promoted  to  an  intervening  arade.  The  Retained  Grade  and 
Pav/Temporary  Employment  Decision  Table  (Figure  4-1)  at  the  end 
of  this  chapter  will  assist  in  the  counseling. 

d.  Term  Positions;  Term  positions  by  definition  are 
expected  to  last  between  one  and  four  years.  As  a  result,  it  has 
been  determined  that  vacant  Term  Positions  must  be  matched 
aqainst  the  Automated  STOPPER  in  the  same  manner  as  permanent 
positions.  wnen  PPP  registrants  are  referred,  offers  will  be 
made  and  appointment  actions  processed  as  though  the  position  is 
permanent.  ut+ers  of  lerm  positions  constitute  valid  offers  and 
declinations  will  result  in  the  registrants  deletion  from  the 
Program. 


e .  Temporary  Actions  Against  Permanent  Positions :  When 
the  activity  plans  to  fill  a  permanent  position  on  a  temoorarv 
oasis  ana  the  exceptions  in  oaraoraph  c  of  this  chapter  are  not 
applicable,  the  following  procedures  must  be  followed: 

vi/  unon  receipt  of  the  sF-b2  or  similar  document 
requestina  till  action  or  when  recruitment  beams,  whichever  is 
earlier,  a  reauisition  must  oe  submitted  to  the  Automated  STOPPER 
tor  permanent  action. 

iZ)  It  PPP  resumes  are  referred,  offers  will  be  made 
in  priority  order  and  the  personnel  action  will  be  for  career  or 
career — conditional  status  or  permanent  status  if  the  position  is 
in  the  Excepted  Service. 

(3)  If  the  position  is  filled  on  a  temporary  basis 
from  a  source  other  than  a  PPP  registrant  a  "one  time  clearing" 
requisition  must  be  submitted  to  DDSC  every  thirty  (30)  days, 
using  referral  code  "P"  (Pi  and  2  registrants  only),  as  long  as 
the  position  is  filled  on  a  temporary  basis. 

(4/  When  resumes  are  referred  as  a  result  of 
requisitioning  under  the  process  described  in  paraoraph  B5e(3) 
above,  otters  wi  i  i  be  made  in  priority  order  to  those  registrants 
who  have  or  will  be  separated  bv  HIF  without  an  employment  otter, 
declined  transfer  ot  function  outside  the  commuting  area  and  are 
tacinq  separation,  or  are  being  turlouohed  tor  more  than  six  (d>) 
months.  Anv  other  Priority  z  resumes  may  be  returned  to  DDSC 
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usinq  code  26  with  an  explanation.  Should  an  offer  be  accepted, 
the  temporary  assignee  to  the  position  will  be  displaced  not 
later  than  the  reporting  date  of  the  PPP  registrant. 

(5)  PPP  registrants  who  accept  such  offers  will  be 
permanerttly  assigned  to  the  position.  These  offers  are 
considered  valid  otters  and  declination  will  result  in  the 
registrants  deletion  from  the  Program. 

6.  WURKlNb  RESUMES:  Otters  will  always  be  made  in  priority 
order;  however .  it  while  workinq  a  lower  priority,  a  higher 
priority  is  referred  suDseauentiv  through  the  automated  system, 
the  activity  may  continue  to  work  the  resumes  initially  referred 
oe+ore  working  tne  new  referral e  in  priority  order. 


/.  NEW  CLAbSIFICAT iUN  bTANUARDSs  When  UPM  issues  new 
ci  assi  t-i  cation  standards  whicn  result  in  positions  Deina  chanoed 
trom  one  occupational  series  to  another .  activities  should 
requisition  tor  doth  the  "new"  and  "old"  series,  and  option 
cooeisi  ,  it  appropriate,  until  uUbC  has  issued  notification  that 
it  will  oe  done  automati cal i v  Dv  the  computer,  unce  notification 
is  provided  tnat  tne  computer  will  match  Doth  series 
automatical iv,  a  requisition  need  only  be  submitted  tor  the  “new" 
series.  ine  svstem  will  provide  referral  resumes  for  both 
series.  Utters  should  be  made  in  priority  order  regardless  of 
wnetner  tne  individual  was  registered  tor  the  “old”  or  "new 
series. 


U.  RE— ENb I NEERED  POSITIONS:  When  a  position  is  to  be  filled 
at  one  of  several  grades,  a  requisition  will  be  submitted  at  the 
target  orade.  For  example,  if  a  6S-12  position  is  to  be  filled 
at  qrade  bS-9,  SS-1 1 ,  or  GS-12,  the  requisition  will  be  for  grade 
bS-12.  However,  it  the  position  is  to  be  downgraded  with  no 
intent  to  return  it  to  the  original  grade,  the  PPP  Automated 
STOPPER  will  be  cleared  at  the  new  permanent  grade. 

9.  FORMAL  TRAINING  PROGRAMS:  For  positions  covered  by  a 
formal  training  program,  as  described  in  FPM  Chapter  410.  such  as 
Apprentice  or  Management  intern,  a  requisition  must  be  submitted 
tor  the  entry  orade(sl.  The  requisition  must  include  the 
"Trainee"  (TKA)  option  code.  Registrants  already  fully  oualified 
in  the  field  of  the  position  are  not  to  be  offered  formalized 
trainee  positions. 


lO.  Uf'WARU  HUbILlTY  PUblTlUNS;  Positions  below  BS— 9  or  WG— 8 
(ana  other  comoaraDie  Federai  Wade  bystems  positions,  e.q..  WL 
and  Wb  with  representat i ve  rates  enuai  to  or  less  than  bb— H>  mav 
be  re-enoi neered  to  lower  oraoes  under  a  formally  established  and 
documented  l.iowai'C  Mooiiitv  froo^am.  as  described  in  FPM  Chapter 
/lb,  without  clear: no  the  PPp  Automated  bTUPPER  at  the  taroet 
oraae,  provided  there  na-..  oeeo  advance  identification.  For 
example,  the  Upward  Mooiiitv  Plan  or  Affirmative  Action  Plan 
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soecif l es  that  the  -first  ten  WG-6907-05/B  vacancies  occurrmo 
durino  the  -fiscal  year  will  be  reel  assi -f  i  ed  to  WG-6907-4  to 
provide  opportunities  for  under— uti 1 i zed  employees,  or  the  first 
two  GS-525-6/7/8  Accounting  Technician  vacancies  each  quarter 
will  be  restructured  to  GS— 4  trainee  positions  to  provide 
opportunities  for  clerical  employees  serving  in  the  GS-501 ,  530, 
540,  or  545  series.  Such  re-enai neered  positions  will  be  matched 
Pv  submitting  a  requisition  at  the  entrv  grade  using  the  “TRA" 
option  code.  When  formally  documented  plans  do  not  identify  in 
advance  the  kinds  of  positions  to  be  re-engi neered ,  a  requisition 
must  oe  submitted  at  the  full  performance  level. 

11.  CONTRACTING  STUDIES;  Positions  in  functions  under  studv 
tor  possible  contracting  out  are  considered  to  be  permanent  and 
will  oe  matched  bv  submission  of  a  requisition  unless  an  actual 
Did  solicitation  date  has  been  established  and  announced.  The 
mere  inclusion  ot  a  bid  solicitation  date  in  a  lono— ranoe 
planning  document  does  not  constitute  an  “established  and 
announced1  date.  After  the  Did  solicitation  date  such  jobs  must 
oe  cleared  throuah  the  Automated  STOPPER  under  the  temporary 
provisions  in  oaraaraph  B 5  aoove. 

12.  INTERDISCIPLINARY  POSITIONS;  Requisitions  tor 
mteroisciDl  inarv  positions,  (i.e.  ,  positions  which  may  be  tilled 
dv  an  applicant  auanfied  tor  any  one  of  several  General  Schedule 
series) .  must  be  submitted  tor  each  qualifying  occupational 
series  at  the  qrade  ot  the  vacancy.  Resumes  referred  for  all 
series  must  be  assembled  in  priority  order  and  an  offer  made  to 
the  hionest  priority  registrant  regardless  of  the  series  for 
which  the  registrant  was  referred. 

13.  GRADE  CONTROLS;  Placements  of  PPP  registrants  are  to  be 
treated  as  exceptions  to  the  average  grade  and  high  grade  control 
restrictions. 

14.  VETERANS  PREFERENCE  POSITIONS;  The  provisions  of  the 
PPP  do  not  supersede  requirements  for  filling  positions 
restricted  to  veterans  preference  eliqibles.  When  such  positions 
are  to  be  filled  and  only  nonpref erenze  eligibles  are  available 
in  the  PPP.  the  procedures  of  PPM  330,  Subchapter  4,  paraqraph 
4— 3c ,  will  be  followed. 

15.  PPP  INTERROGATION  OR  DEFENSE  OUTPLACEMENT  REFERRAL 
SYSTEM  (PURS)  AS  A  SOURCE  OF  RECRUITMENT 

a.  Activities  with  unmatched  vacancies  are  encouraged 
to  use  registrants  as  a  orimarv  source  of  recruitment.  When  a 
position  is  unmatched  and  an  activity  intends  to  till  a  position 
at  the  full  ner+ormance  level  with  a  non— DoD  candidate,  strong 
consideration  will  be  civen  to  downgrading  the  job  to  see  if  a 
registrant  is  available  throuan  tne  Pkr  at  a  lower  orade.  This 
should  be  arromol i shed  bv  using  the  i nterr oaat l on  procedure 
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outlined  in  Cnaoter  lo  of  this  manual.  This  will  provide  DoD 
reaistrants  with  additional  Dlacement  possibilities  into  jobs 
witn  orowtn  Dotentiai.  to  see  it  reoistrants  are  available  at 
tower  grades.  contact  the  Defense  Data  Support  Center  and  ask 
that  an  1 nterroaati on  be  processed. 

b.  In  order  to  provide  other  interested  DoD  employees 
consi oerati on  when  vacancies  are  unmatched  with  Prooram 
reaistrants.  activities  are  encouraaed  to  requisition  DORS. 

c.  selection  of  a  reqistrant  throuqh  the  interroaation 
process  or  throuQh  DUKS  must  be  in  accordance  with  activity  RIF 
or  merit  promotion  mans. 

IS.  VRA  AND  HAND 1 CAPPED  APPOINTMENTS;  Prior  to  the 
appointment  of  persons  under  the  Veterans  Readjustment 
Appointment  (VRA)  and  Handicapped  Program  authorities,  positions 
will  be  matched  at  the  full  performance  level  and  offers  made  to 
available  registrants  in  priority  order. 

17.  ALASKA.  HAWAII  AND  PUERTO  RICO  POLICY;  Activities  in 
Alaska,  Hawaii,  Puerto  Rico  and  activities  who  requisition  to 
fill  positions  in  these  locations  will  apply  the  Automated 
STOPPER  as  follows: 

a.  Priority  1,  2  and  3  restrictions  outlined  in 

paraaraph  B1  and  2  above  will  be  applied  when  the  position  to  be 
filled  is  from  outside  the  specific  state/commonwealth. 

b.  Priority  1.  2  and  3  restrictions  outlined  in 

paraaraphs  Bl  and  2  above  will  be  applied  when  the  position  to  be 
tilled  is  from  witnin  the  specific  state/commonwealth  and  the 
resumes  referred  are  for  reaistrants  who:  last  resided  in  (prior 
to  overseas  assignment),  have  return  riohts  to.  or  are  presently 
or  were  last  employed  in  the  specific  state/commonwealth  or  are 
tamiiv  mempers/ mi l i tarv  spouses  (reaisterea  in  the  Nondi solaced 
Uverseas  t-amiiv  Member  Prooram.  Military  bpouse  Preference 
Prooram  or  Mrmv  "-amilv  Member  Proaram)  whose  sponsors  are 
relocating  to  the  specific  state/commonweal th.  bee  Chapter  10, 
paraaraph  ttiD(l)  (b»  tor  proceoures  on  how  to  reauisition  tor 
reaistrants  who  meet  these  conditions. 

It).  iUD  n  T  km  i  L :  Each  activity  will  maintain  sufficient 

documentation  to  provide  an  audit  trai 1  tor  each  position  cleared 
throuah  the  Automated  STUPPEK  in  accordance  with  Chapter  1 
paraaraph  C. 

C.  EXCEPTIONS 

1.  The  following  situations  may  be  excepted  from  Priority  l 
and  2  restrictions.  These  exceptions  may  be  invoked  by  the 
Civilian  Personnel  Office  without  prior  Coordinator  approval . 
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wnen  invoked.  a  ■'eauisition  is  not  to  be  submitted  to  DDSC  except 
as  reauired  in  paraaraph  ai4)  below.  Ihis  includes  vacancies  at 
remote  locations. 

a.  Promotions  which  are  exceptions  to  competitive 
proceoures  under  FPI*i  33b.  Chapter  l-bc.  and  under  DoD 
regulations:  however,  it  is  not  the  intent  o+  the  PPP  to  allow 
exceptions  when  true  vacancies  exist. 

(1)  lhe  two  types  of  career  promotions: 

(a)  A  promotion  without  current  competition 
when  at  an  earlier  stage  an  employee  was  selected  -from  a  civil 
service  reqister  or  under  competitive  promotion  procedures  tor  an 
assignment  intended  to  prepare  the  employee  for  the  position 
beino  filled  (the  intent  must  be  made  a  matter  of  record  and 
career  ladders  must  be  documented  in  the  promotion  plan):  or 

(b)  A  promotion  resulting  from  an  employees 
position  being  classified  at  a  hioner  grade  because  of  additional 
duties  and  responsibilities: 

(2)  A  career  ladder  promotion  following  non¬ 
competitive  conversion  of  a  cooperative  education  student  in 
accordance  with  the  reauirements  of  FPM  Chapter  308. 

(3)  A  position  chanoe  from  a  position  Paving  known 
promotion  ootential  to  a  position  having  no  hiaher  potential. 

( 4 )  Selection  of  a  candidate  fro-  the  Reemployment 
r'riorirv  List  tor  a  position  at  a  hiaher  arade  than  the  one  last 
held  in  tne  competitive  service  provided  there  are  no  Priority  1 
or  z  reoistrants  referred  who  are  still  employed  in  the 
component . 


vb>  Repromotion  of  a  current  activity  employee  to  a 
araae  or  position  from  which  demoted  without  personal  cause  and 
not  at  nis  or  her  reauest. 

(6)  Selection  of  a  candidate  not  given  proper 
consideration  in  a  competitive  promotion  action. 

(7)  The  promotion  of  an  employee  through  competitive 
procedures  when  an  incumbered  position  has  been  upgraded  as  a 
result  of  planned  management  action  and  the  addition  of  another 
person  would  result  in  someone  being  adversely  affected  bv  RIF. 

(8)  The  promotion  of  an  employee  whose  position  is 
upgraded  without  sianiticant  change  m  duties  and 
responsibilities  due  to  issuance  of  a  new  classification 
standard,  or  a  position  chanoe  permitted  bv  reduction  in  force 
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Droceflures,  provided  the  same  employee  whose  position  is  affected 
is  oiaced  in  the  new  position.  These  actions  must  he  consistent 
with  hPM  335,  1— 5b  <  1 )  and  (2). 

b.  Reassi onments  and  changes  to  lower  grade  within  the 
component; 


(1)  Made  tor  formal  development /training  purposes, 
as  provided  bv  FPM  Chapter  410.  (This  does  not  include 
entrv-level  type  positions  as  provided  for  in  paragraph  BIO 
above. > 

(2)  When  an  employee's  work  is  relocated,  either 
within  or  outside  the  commuting  area,  from  one  competitive  area 
to  one  or  more  other  competitive  areas  and,  but  for  the  fact  that 
the  function  is  already  being  performed  in  the  new  competitive 
area(s)  ,  the  action  would  meet  (JPM's  definition  of  transfer  of 
function  in  FPri  301.  This  provision  applies  only  for  jobs  at  the 
same  oracle  and  with  "Reassignment**  as  the  Nature  of  Action. 

c.  Keassianment  or  change  to  lower  grade  within  an 
activity  ot : 


OP 

area 


( 1 > 

aoonsneo  or 
within  one 


an  employee  who  occupies  a  position  scheduled  to 
functionally  transferred  out  of  the  commuting 
vear . 


12)  an  emoiovee  whose  position  is  to  be  regraded 
downward  to  correct  a  classification  error  or  comply  with  new  or 
revised  riassification  standards, 

<3)  an  employee  whose  position  has  been  redescribed 
as  a  result  of  position  review, 

<4)  an  employee  who  has  been  found  by  appropriate 
medical  authority  to  be  medically  disoualified  for  the  current 
position  to  which  being  assiqned, 

(5)  VRA  and  handicapped  employees  and  30%  disabled 
veterans  servina  as  a  result  of  special  appointing  authority 
reached  in  RIF  to  vacancies  under  the  jurisdiction  of  the  same 
CPO. 


(£>)  Senior  Executive  Service  employees  removed 
durina  the  prooationary  period  or  at  any  time  tor  less  than  fullv 
successful  performance.  This  applies  to  Change-to-Lower — Grade 
actions  only. 


(7)  Surplus  employees  under  the  lurisdiction  of  the 
same  CPu  orovidina  personnel  servicino  to  one  or  more  components 
when  excess  personnel  exist  in  one  and  vacancies  exist  in  the 
otner . 
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d.  Keassi qnments  within  an  activity: 

<1)  When  the  vacancy  of  the  same  series,  option  (if 
any).  and  qrade  created  by  the  reassianment  is  made  available  to 
the  PPP  by  submission  of  a  reouisition  to  the  PPP  Automated 
STOPPER*  Both  positions  must  be  in  the  same  commuting  area. 

(2)  0+  part-time  employees  to  -full-time  positions 

when  the  part— time  position  was  acquired  as  a  result  of 
reducti on— l n— force  from  a  full-time  position. 

e.  I  he  placement  o+ : 

tl)  Emoiovees  who  tail  to  complete  satisfactorily 
the  supervisory  or  manaaenai  probationary  period  reauired  bv  FPM 
Chapter  olb,  subchapter  V. 

12)  Employees  to  satis+y  enforceable  assianment 
rionts.  sucn  as  statutorv  or  administrative  reemoiovment  riahts, 
or  reinstatement  from  KEC. 

(,i)  A  centrally  funded  intern.  The  intern  must  be 
placed  witnin  the  component.  Such  action  must  result  from 
reduction  in  force,  lack  o+  funds,  manpower  reductions,  base 
Closure,  etc. 


(4)  CU-OP  Students  at  the  time  they  enter  into  the 
positions  and  when  all  reauired  traininq  and  education  are 
completed  and  they  are  available  for  conversion  to 
career — conditional  appointments. 

(5)  Veterans  Readjustment  Appointees  (VRA)  and 
Handicapped  Proqram  employees  when  all  required  traininq  and 
education  are  completed  and  they  are  available  for  non 
competitive  conversion  to  a  career-conditional  appointment. 


<6)  An  individual  either  throuqn  a  negotiated 
grievance  decision  or  administrative  procedures.  appellate 
decisions  or  EEO  decisions  (including  proposed  dispositions) ,  as 
well  as  written  settlement  aareements  and  which  have  the  approval 
of  tne  appropriate  local  authority. 


(7)  Career  prooram  employees  or 
mobility  aareements  within  the  component  who 
fill  pre-i denti fi ea  "kev  or  critical  positions" 
(his  exception  applies  to  the  follow-on  pi 
emoiovees  after  the  base  closes. 


those  on  formal 
were  assigned  to 
at  closino  Dases. 
acement  of  such 


(H>  ber viced  emoiovees  of  another  component  under  a 
cross-servicina  agreement  tnat  provides  under  the  merit  promotion 
Plan  tor  consideration  of  all  emoiovees  within  the  serviced 
organizations  as  an  exception  to  rriority  o  reoistrants. 
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(9)  Individuals  who  are  returning  -from  Bureau  o-f 
Employee  Compensation  (BEC)  roils  to  a  position  at  a  grade  no 
hiaher  than  that  held  at  the  time  o-f  BEC  eligibility. 

+  .  The  chanqe  o-f  an  employee  -from  part-time, 
intermittent,  seasonal  ,  or  on-call  to  a  -full-time  schedule  on  the 
position  or  record  may  be  effected. 

a.  A  Nonaporopr i  ated  f-und  (NAF)  employee  who  is 
converted  to  appropriated  fund  status  in  the  same  job,  i.e., 
"same  desk"  and  work  unit,  mav  be  converted  without  regard  to  PPP 
restrictions.  This  PPr  exception  does  not  apply  when  an  employee 
is  moved  rrom  a  NAt  iop  to  a  di+rerent  appropriated  fund  job. 

h.  When  no  vacancy  exists,  employees  may  “swap" 
t reassi anments;  joos.  within  their  components.  Exception  applies 
across  component  lines  when  an  emplovee  eligible  for  optional  or 
discontinued  service  retirement  who  is  located  at  an  activity  not 
scheduled  for  closure  “swaps"  jobs  with  an  employee  (not  eligible 
tor  retirement)  located  at  an  activity  scheduled  for  closure. 
Under  0PM  rules,  employees  who  job  swap  into  a  closing  base  to 
aet  Discontinued  Service  Retirement  (DSR)  must  be  at  that  closinq 
base  for  at  least  one  year  to  get  DSR  eligibility. 

Z.  The  Zone  Coordinator  or  the  Regional  Coordinator,  under 
delegated  authority,  may  approve  other  promotions,  reassignments, 
and  changes  that  are  in  keepinq  with  the  spirit  and  intent  of  the 
PPP  and  which  are  not  provided  tor  elsewhere.  Zone  Coordinators 
will  delineate  the  types  of  situations  which  mav  be  submitted  for 
consideration  under  this  provision.  When  a  timely  exception  is 
requested,  a  requisition  is  not  to  be  submitted  to  the  PPP 
Automated  STOPPER  unless  the  exception  is  denied. 

D.  AUTOMATED  STOPPER  PROCEDURE 


l.  Requisitioning  Procedure;  A  requisition  must  be 
submitted  to  DDSC  through  the  BBS  tor  each  position  subject  to 
cJearinq  through  the  Automated  STOPPER.  If  a  position  does  not 
meet  one  of  the  Exceptions  listed  in  this  chapter,  the  position 
is  sub  lect  to  the  Automated  STOPPER  and  a  requisition  must  be 
submitted  in  accordance  with  the  procedures  in  Chapter  1 O  of  this 
manual . 


z .  SELECTION  fRUM  IN— SERVICE  REFERRAL  LISTS  OR  0PM 
lEkT  It- 1  CATES;  Requisitions  tor  positions  remain  active  until  all 
Priority  l  and  2  registrants  are  cleared  and  an  in-service 
referral  list  is  issued.  1+  selection  is  from  an  0PM  certificate 
or  trora  a  list  issued  bv  an  UPM  Delegated  Examining  Unit  or  lists 
issued  under  an  UPM  Direct  Hire  Authority  the  vacant  position 
remains  active  until  commitment. 


4-1 1 


(Chao  4,  Para  D2a) 


DoD  1400.20-1-M 


a.  When  an  in-service  referral  list  is  issued  to  a 
selecting  official,  the  requisition  should  be  canceled  using  a 
reterral  code  “F.“  This  applies  if  the  activity  anticipates  a 
selection  will  be  made  from  amona  those  federal  service  employee 
eliaibles  wno  were  within  reach  and  initially  referred  to  the 
selecting  official.  A  selection  must  be  made  from  the  referral 
list  aurinc  its  autnorizeo  life  as  established  bv  local  merit 
promotion  pi  an.  1 aoor-manaaement  aareement  or  component  policy, 
it.  at  anv  time,  referral  eiinibles  other  than  those  within  reach 
initially  are  reauired  or  desired,  the  Automated  STOPPER 
restrictions  and  procedures  are  apain  applicable  to  the  position 
and  a  new  requisition  must  be  submitted. 

b.  When  a  referral  list  is  issued  to  a  seiectina 
official  containing  non-tederal  service  candidates  from  an  OPM 
certificate,  OPM  Deleaated  Examining  Units  or  under  OPM  Direct 
Hire  Authority,  the  requisition  is  not  cancelled  until  the 
vacancy  is  committed. 

3.  POSITIONS  WITH  ADMINISTRATIVE  OR  STATUTORY  OBLIGATIONS: 
Positions  which  have  administrative  or  statutory  obligations, 
such  as  those  to  which  overseas  employees  have  return  riqhts, 
will  be  cleared  by  requisitioning.  If  a  match  occurs  and  the 
position  beinq  offered  is  obligated,  the  PPP  reaistrant  will  be 
fully  advised  of  the  circumstances,  including  the  anticipated 
return  date  of  the  former  incumbent.  Offers  of  positions  to 
which  employees  have  return  rights  may  be  declined  by  registrants 
without  affectino  their  PPP  reaistration  eligibility.  When  the 
CPU  has  been  officially  notified  that  the  person  to  whom  a 
position  is  ooiiaated  is  returninq.  such  as  when  the  overseas 
tour  is  nearinq  completion,  that  position  will  not  be  matched. 

4.  PERMANENT  PAKT-1  1ME .  INTERMITTENT.  SEASONAL  OR  ON-CAll 
Hw ■ i un& :  Part-time,  i ntermi ttent .  seasonal .  or  on-cai i  permanent 
positions  wmcn  are  vacant  or  temporarily  mcumpered  will  be 
matcner  t''roijnn  tne  Automated  STUPPER.  Anv  resumes  of 
'emstranrc  outside  me  commutina  area  of  the  position.  exceot 
tnose  o-*  f-'anama  >~anai  commission  emoiovees  referred  for  seasonal 
toos.  will  oe  returnee  unused  to  UDSC  with  a  Report  Action  Code 
2e>.  anc  an  explanation  or  tne  nature  of  tne  iod  (i.e.  .  part-time, 
i ntermi ttent .  seasonal  or  on— call)  and  a  statement  that  the 
reaistrant  is  not  in  tne  commutina  area. 

E.  FILLING  POSITIONS 

1.  GS  1-4  CLERICAL  AND  ADMINISTRATIVE  SUPPORT  POSITIONS; 
For  positions  at  US-1.  2,  3.  or  4.  with  occupational  series 
covered  bv  OPM  s  X-llfcf  Clerical  and  Administrative  Support 
Standard,  a  reauisition  must  be  submitted  for  the  specific 
series  and  option  codes,  if  applicable,  and  the  computer  will 
match  automatically  against  the  GS-300  special  skill  identifier. 
The  GS-2091,  Sales  Store  Clerical,  and  GS-1702,  E* ucation  and 
Training  Technician/Aid,  are  not  included  under  the  GS-300 
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s  DeciaJ  skin  identi  +  ie''  +or  PPP  purposes:  therefore.  the 
comouter  will  not  refer  such  reaistrants  in  resoonse  to 
reau.i  si  cions  to r  znese  series. 

2.  Wto  1-4  PUS1TIUNS;  For  positions  at  grades  WG-1,  2,  3,  or 
4.  a  requisition  must  be  submitted  tor  the  specific  series.  The 
comouter  automatically  refers  reaistrants  from  both  the  WG-OOOOO 
and  the  specific  series.  Resumes  from  both  sources  ,  upon 
receipt,  will  be  meroed  in  priority  order  and  registrants  made  an 
otter  in  accordance  with  normal  priority  procedures. 

3.  TRADES  HELPER  POSITIONS;  For  WG-5  Trades  Helper 
positions  a  requisition  must  be  submitted.  The  computer 
automatically  refers  registrants  for  both  the  WG— 01111  and 
specific  series.  Resumes  from  both  sources  must  be  merged  in 
priority  order  and  offers  made  in  normal  priority  order. 

4.  APPRENTICE  POSITIONS:  For  Apprentice  (WT)  positions  a 
requisition  will  be  submitted  for  the  WT  pay  system,  the 
appropriate  series  and  the  Trainee  (TRA)  option  code.  No  grade 
or  apprentice  trainina  step  or  level  will  be  used  with  the 
requisition.  The  computer  automatically  refers  all  matching  WT 
reaistrants.  Upon  receipt,  of  referral  resumes,  offers  will  be 
made  in  priority  order,  without  regard  to  the  registrant's 
trainina  step  or  level.  Apprentices  placed  throuqh  the  PPP  from 
one  activity's  apprentice  program  to  another  in  the  same  trade 
will  he  aiven  full  credit  tor  applicable  trainina  requirements 
that  have  been  completed  satisfactorily.  Should  apprentices  be 
oiacec  in  a  different  trade,  the  aainina  activity  will  assess 
their  education.  trainina  and  experience  to  determine  the 
aporooriate  trainina  l evei . 

o.  EXCEPTED  SERVILE  PUS  IT  IONS;  For  Exceoted  Service 
positions  registrants  must  meet  anv  special  requirements  and  must 
be  advi seo  tnat  tne  position  is  in  the  Excepted  Service.  A 
declination  will  not  terminate  the  registration  unless  the 
current  or  last  ion  held  ov  tne  reoistrant  was  in  the  Excepted 
Service. 

6.  CIVILIAN  PERSONNEL  AND  ENGINEERING  POSITIONS;  For 
positions  in  the  GS-201 ,  Civilian  Personnel  Specialist,  and  the 
GS-B01 .  Professional  Enaineer,  series,  option  codes  are  used  to 
describe  specific  series.  For  example,  STB  (staffing)  describes 
the  GS-212  series,  and  CIB  (civil)  describes  the  GS-810  series. 
(See  Appendix  D  for  other  option  codes  in  these  series). 
Requisitions  for  vacancies  in  the  specific  series,  e.q.,  GS-212, 
221,  230,  233,  235  or  810,  819,  830,  840,  850,  854,  855,  861,  893 
or  896  will  be  automatically  matched  for  both  the  specific  series 
and  the  GS-201  or  GS-801  series,  respectively,  with  matching 
options.  Offers  will  be  made  in  priority  order. 
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7.  liPI  POSITIONS;  When  requisitioning  tor  a  GM  position,  use 
the  US  pay  system.  Upon  receipt  o+  re+erral  resumes,  only  those 
registrants  who  indicated  availability  -for  GM  on  their 
registration  must  he  considered.  A  “G"  or  "B"  in  Item  27  of  the 
resume  indicates  availability  tor  GM  positions. 

8.  GS/GM  SUPERVISORY  POSITIONS:  Otters  tor  second  and 
higher  level  supervisory  positions  are  not  required  unless  the 
registrant  has  previously  successtully  held  a  supervisory 
position.  However,  registrants  scheduled  tor  separation  whose 
current  position  is  supervisory,  as  identitied  in  the  current 
position  title,  must  be  made  an  otter  even  though  Item  27  may  not 
retlect  such  aval  1 abi 1 i ty.  This  does  not  prohibit  the  ottering 
ot  such  positions  it  the  gaining  activity  wishes. 

9.  OPTION  CODES:  The  only  option  codes  authorized  are  those 
contained  in  Appendix  D.  These  codes  must  be  included  in  the 
reguisition  when  required  by  the  position.  The  computer  will 
match  option  cooes  as  follows: 

a.  «  reguisition  with  one  option  code  will  result  in  the 
computer  searctiina  tor  the  soecitic  match  as  well  as  those 
reoi Strations  tor  the  same  series  and  orade  havinq  two  option 
codes.  one  ot  which  matches  the  position.  For  example,  a 
position  ot  t- 1  ref  ldhter ,  GS-081-05,  with  a  “Structural  "  <STE> 
oouon  also  win  oe  matched  aoainst  GS-081-05  reoistrants 
reflecting  the  STE  option  in  combination  with  any  other  option 
such  as  tjTh  and  ttib.  "81  rt  l  el  d.  "  Otters  must  be  made  in  Priority 
order . 


h.  A  requisition  with  two  option  codes  will  be  matched 
onlv  aoainst  registrations  with  precisely  those  ot  the  position. 

c.  For  positions  with  more  than  two  option  codes  and 
positions  with  options  other  than  those  in  Appendix  D  to  this 
manual,  a  requisition  must  be  submitted  with  NO  option  codes. 

10.  TYPING  OPTION  CUPE:  Persons  registered  for  skills  with 
the  "Typing"  (TYA)  option  will  be  referred  automatically  for  the 
same  type  position  not  requiring  the  TYA  option.  This  procedure 
is  true  only  for  positions  involving  the  typing  option. 

11.  SKILLS  MISMATCH:  When  there  is  a  series  and  grade  match 
and  resumes  are  referred,  but  there  l s  an  apparent  mismatch  of 
skills,  the  aaimno  CPU  should  contact  the  appropriate  Zone 
Coordinator  to  determine  whether  an  offer  is  required.  If  a 
skills  mismatch  is  not  apparent,  or  the  Zone  Coordinator  directs, 
the  gaining  and  registering  LPOs  will  discuss  the  requirements  of 
the  position  and  the  qualifications  of  the  registrant (s)  and 
determine  whether  an  otter  is  required. 
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12.  NON-PPP  REFERRALS:  In  order  to  assure  uniformity  of 
consideration  for  displaced  employees  by  DoD  activities,  the  PPP 
will  be  utilized.  Manual  referral  procedures  are  not  authorized. 
Activities  may  consider  other  displaced  persons  who  are  not 
registered  in  the  PPP  only  when  authorized  by  other  provisions  of 
this  manual  or  by  special  permission  from  the  Zone  Coordinator. 

13.  OVERSEAS  POSITIONS  SERVICED  BY  CPOs  IN  THE  UNITED  STATES; 
Civilian  personnel  offices  in  the  United  States  which  recruit  and 
select  for  positions  in  foreign  areas  will  requisition  as 
foil ows: 

a.  For  positions  that  are  co-located  at  coded  overseas 
activities,  the  reouisition  wi i i  include  the  activity  code  of  the 
overseas  activity. 

b.  For  positions  that  are  not  co-located  at  coded 
overseas  activities,  tne  reouisition  will  include  the  activity 
code  ot  the  nearest  coded  activity  within  the  country.  An 
activity  code  has  been  established  for  each  country  that  is  known 
to  have  DoD  employees  within  the  country  (Ref.  DoD  1400.20-2-M 
tor  cooes > . 

c.  Requisitions  will  be  submitted  initially  when 
recruitment  peoins  and  remain  active  until  filled  or  other 
appropriate  action  warrants  removal  of  the  position  from  PPP 
consideration. 

14.  OVERSEAS  CPOs;  DoD  activities  in  foreign  areas  will 
continue  to  receive  a  hard  copy  Stopper  List  with  resumes 
attached  until  communications  make  it  possible  to  complete  all 
processing  through  the  BBS.  Until  such  time,  these  activities 
must  continue  to  clear  the  Stopper  List  for  each  position  unless 
an  authorized  exception  applies. 

15.  RECONSTRUCTION  ACTIONS:  If  at  any  time  during  or  after 
completion  of  the  recruiting  cycle  an  activity  discovers  a 
position  was  not  properly  cleared  as  required,  reconstructi on 
must  be  requested  and  corrective  action  taken  as  appropriate.  To 
request  reconstruct i on ,  telephone  the  servicing  staffing 
specialist  at  DDSL  and  provide  the  following  information: 

a.  Date  SF-52,  or  equivalent,  received  in  the  Staffing 
Branch  or  Affirmative  Employment  Division,  etc. 

b.  Date  recruitment  beaan. 

c.  If  tilled,  effective  date  ot  action;  otherwise  the 
date  an  in-service  list  was  issued  or  the  date  of  commitment  to  a 
candidate  from  another  source. 
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d.  Pay  group,  series,  grade  and  option  code,  if  any. 

e.  Permanent  or  temporary  position, 
t.  Requisitioning  activity  code. 

a.  Vacancy  location. 

n.  It  previously  requisitioned,  the  control  number  used, 
l.  Name  ot  caller, 
j.  Phone  numoer. 

uDt>C  will  reconstruct  the  action  to  determine  it  a  reoistrant 
misseo  proper  consideration.  Tne  results  ot  the  reconstructi on 
will  oe  sent  to  the  activity  with  a  copy  to  the  appropriate  Zone 
Coordinator.  When  tne  reconstructi on  shows  a  registrant  missed 
proper  consideration,  the  activity  must  contact  the  Zone 
Coordinator  to  determine  whether  corrective  action  is  required. 
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CHAPTER  lO 


AUTOMATED  STOPPER  AND  REFERRAL  SYSTEM  (ASARS) 
REQUISITIONING  PROCEDURES 


A.  INTRODUCTION 

i.  The  Automated  STOPPER  and  Referral  System  (ASARS)  is  used 
bv  Dad  “A"  coded  activities  to  reauest  matchinq  and  referral 
throuah  the  Automated  STOPPER  or  the  Automated  Ref erral . 

a.  t ne  Automated  STOPPER  is  used  ov  DoD  "A"  coded 
activities  to  matcn  oositions  whicn  are  subject  to  ciearinq  under 
tne  uou  Proaram  tor  tre  Stability  of  Civilian  Employment.  To 
initiate  tne  matcnin?  orocess.  actions  are  “entered”  into  the 
s'/stem  with  a  <-enuir.mnn.  (nese  reaui  si  1 1  ons ,  which  remain  in 
the  system  until  tne  nositinns  are  no  1 onoer  subject  to  the 
Automated  :->.‘OPP£k.  generate  resumes  of  matchina  priority 
reel  strants.  ^cements  unripe  the  Automated  STUPPER  are 
mandatory.  -‘cuicies  coverino  the  Automated  STuPPEK  are  contained 
in  this  manual  in  gnanter  a  arid  the  apoenoices  that  cover  other 
oiacemenr  oroorams. 

d.  ■ e  Automated  Keterral  may  be  used  by  UoD  “A"  coded 
activities  to  reaui sit ion  tor  voluntary  referrals  of  individuals 
reaistered  in  tne  oetense  Uutoiacement  Referral  System  (DURS) .  to 
include  ^eaistrants  available  tor  positions  stateside  and 
overseas.  Placements  under  the  Automated  Referral  are  voluntary. 
However,  selection  commitments  resultinq  from  the  Automated 
Ket(>rral  may  oe  made  onl  y  while  the  Automated  STOPPER  is  clear, 
i.e.,  no  resumes  on  hand  which  block  the  action  at  the  point  of 
commitment.  Policies  coverinq  DORS  are  contained  in  Appendix  L 
of  this  manual. 

2.  Automated  STUPPER  and  Automated  Referral  transactions 
are  processed  throuqh  the  Bulletin  Board  System  (BBS).  Althouqh 
the  automated  system  is  the  same,  the  policies  and  requirements 
under  ASARS  tor  the  Automated  STOPPER  and  the  Automated  Referral 
are  separate  and  distinct.  Procedures  tor  operation  of  the 
Automated  STOPPER  are  in  paragraph  B  below;  procedures  for  the 
Automated  Referral  beam  at  paragraph  C  of  this  chapter. 

B.  THE  AUTOMATED  STUPPER 

Procedures  -or  Regtnsiti  oni no 

a.  peoui sir mns  tor  positions  subject  to  the  Automated 
s :  UPPfcK  mus-  ->^  '■'.iDffiTted  to  the  de-ense  data  Suooort  tenter 
*ddb( fhrouah  tne  -*i<s  upon  t-er.ei  or  in  the  Staff  ina  Office  of  a 
peaues  *  -  o'-  Personnel  Action  uif— a/  or  equivalent  reauest)  or 
wnen  recruitment  define,  on  the  basis  of  an  anticipated  request. 
Reaui  si  ti  'ms  received  ov  last*  hour  s  are  processed  so  that 
Hatched  rp+errai  resumes  or  “unmatched"  notifications  are 
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available  the  following  day.  CPCJ '  s  must  sign  on  to  the  BBS  each 
workday  to  check  for  resumes  and  see  if  any  messages  are 
available  through  E  hail.  Unce  a  requisition  is  submitted  under 
the  Automated  STOPPER,  it  remains  active  until  closed  by  the 
requisitioning  activity  or  DDSL. 


b.  to  requisition,  activities 

Keoui  si  1 1  on / Control  t-ormat  icoov  at  Fiaure 
tnrouan  the  sSS.  Coding  instructions 

Koaui  s  1 1 1  on/ '_rntroi  format  arc*  as  follows: 


complete  a  Position 
10— 1»  ana  submit  it 
tor  the  Position 


'■  1  ■'  Keoui  si  1 1 on  contrn  1  Number 


'a/  Activities,  should  use  a  localiv  developed 
number  to  laentitv  °acn  lnoiviouai  requisition.  7ne  numoerina 
rvstem  used  mav  consist  ot  aloha  or  numerics  or  a  comOi nation  of 
ootn.  out  mav  not  e>:ceeo  seven  characters.  A  DIFFERENT  CONTROL 
NUMfcft'K  MUST  af  AbAldNtD  TU  EACH  K'tULIISl  T  ION.  Duplicate  control 
numoers  will  he  re.iectea  bv  the  computer  and  a  rejection  notice 
will  be  sent  tn  the  reouisitionino  activity  the  tollowinq  day 
tnrouan  the  bfcib. 


<b)  Alaska,  Hawaii,  Puerto  Kico  -  Activities  in 
Alaska,  Hawaii  and  Puerto  Rico  and  other  activities  who 
requisition  to  Till  positions  in  Alaska,  Hawaii,  and  Puerto  Rico 
who  anticipate  -tilling  their  vacancy  from  within  the  specific 
state/commonwealth,  must  enter  a  pound  siqn  (#)  in  the  first 
space  of  the  requisition  control  number.  This  will  provide  only 
those  registrants  who  have  an  entry  in  Item  46  of  the 
Registration/  File  Maintenance  Format  (i.e. .  those  that  last 
resided  in  the  specific  state/commonwealth  prior  to  an  overseas 
assignment:  have  return  riahts  to,  or  are  presently  or  were  last 
employed  in  the  specific  state/commonwealth;  and  (if  Priority  3 
resumes  are  reauested)  family  members  registered  in:  Program  "A“ 
(Nondispiaced  Overseas  Family  Member):  Program  **S,‘  (Military 
Spouse  Preference  Program) :  or  Program  "F"  (Armv  Family  Member 
Program) ,  whose  sponsors  are  relocating  to  the  soeci+ic 
state/ commonweal tn. 


I .  it  it  is  anticipated  that  the  vacancy 

wi  i  >.  be  +i  i  i  ed _ from  outside  the  specific  state/commonweal  th  ,  a 

oound  sian  (4)  snouia  nor  oe  used  as  part  ot  the  reauisition 
control  number. 


( 2  >  Keny l si fioninq  Act lvitv  - 

rpnui si r i oni na  activity  s  "A"  code  from  DoD  Manual 
ir  an  incorrect  cone  is  usen .  the  computer  will 
ream  si  1 1  on . 


Enter  the 
1400. 2G-2-M. 
reject  the 
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(3)  Component  LoOe  -  Enter  the  code  +rom  Appendix  C 
o+  tne  comoonent  where  the  vacancy  is  located.  This  does  not 
have  to  ne  tne  same  comnonent  as  that  o+  tne  requisitionina 
act.ivi  tv. 

*4/  (Mumper _ o+ _ Vacancies  -  Enter  the  number  o+ 

vpcanci  f*r>.  it  the  renuisition  is  tor  more  than  one  vacancy.  the 
positions  must  ne  ldpnticai ,  i.e. .  same  oav  oroup.  series,  arade. 
ootions  <i+  anv) .  and  dutv  location.  Unce  a  reauisition  is 
submitted.  tne  number  o+  vacancies  mav  be  increased  as  Iona  as 
the  vacancies  added  are  identical  to  those  covered  by  the 
oriainai  reauisition  '.see  paraoraph  B3d(4>  below).  1+  additional 
vacancies  are  added,  there  must  be  an  audit  trail  to  show  the 
date  tne  increase  occurred.  The  day  foilowino  submission  of  an 
increase  in  vacancies  throuqh  the  BBS,  there  will  be  a  report 
available  tor  downloadina  showinq  the  chanqe  in  the  requisition. 
Tms  report  must  be  retained  tor  audit  trail  purposes. 

ti))  Pay  (iroua .  Series,  Grade 

(a)  Pay  br  quo  -  Enter  the  appropriate  pay  group 
(i.e.,  bb,  Wb.  WS,  WL,  WT,  etc)  -for  the  vacancy.  BM  is  the  only 
pay  system  that  may  NOT  be  used.  For  BM  positions,  enter  6S. 

(O)  Ser l es  -  Enter  the  appropriate  series  for 
the  vacancy.  D(J  NUT  enter  special  skills  identifiers,  e.g. 
bb— 300 ,  Wb-00000,  and  Wb-01111.  Enter  the  specific  series  of  the 
vacancy  ana  the  comnuter  will  match  both  the  specific  series  and 
the  appropriate  special  skill  identifier. 

(c>  brade  —  Enter  the  qrade  of  the  vacancy 
usinci  “U"  it  less  than  lO,  e.q..  Ol .  0^,  03.  etc.  It 
reoui ci r i oni no  to  till  a  Worker  irainep  (WT)  Apprentice  position, 
.  eave  these  spaces  mank. 

< 6 >  uot : ons  -  Enter  the  aDorooriate  option  code(s). 
it  anv.  from  Mopennix  U. 

1 / )  Kempt e _ Act i vi ty  -  Complete  this  block  only  when 

a  renuisition  is  submitted  tor  a  position  at  a  location  other 
than  the  cnmmutinn  area  o+  tne  ream  si 1 1 oni nq  activity.  It  the 
position  is  at  a  site.  outside  the  commutinq  area  of  the 
rsauisitionina  activity,  that  has  been  assiqned  an  activity  code, 
tnat  code  snould  be  entered  in  these  spaces.  1+  the  position  is 
at  a  site  outside  tne  commuting  area  of  the  requisitionina 
activity  that  does  not  have  its  own  activity  code,  use  the  code 
o+  an  activity  in  that  commutina  area,  if  available.  When  there 
is  more  than  one  coded  activity  in  the  commutina  area  of  the 
remote  site,  use  the  code  of  an  activity  from  the  same  component, 
if  available,  e.q..  Army  to  Army.  if  there  is  no  activity  code 
from  the  same  component,  tne  DoD  activity  code  of  the  activity 
havinq  the  most  requirements  for  that  particular  series  (as 
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oeterminec  ov  tne  skihs  inopx  in  oob  )40u. A'-^-«)  win  oe  used. 
it  an  activity  code  is  entered  in  these  spaces,  the  State  Code 
must  oe  left  Plank . 

< tn  Remote  State/ Country  Code 

(a)  tnter  a  Btate  Code  from  Appendix  C  when  the 
requisition  is  tor  a  vacancy  which  is  located  at  a  non-coded 
remote  site  (mcludinq  Alaska.  Hawai  1  and  Puerto  Rico,  outside 
the  state  of  the  requisitioning  activity  ana  is  not  within  the 
commutina  area  of  a  DoD  coded  activity.  Enter  the  code  for  the 
state  where  the  position  is  located.  it  the  requisition  is  tor  a 
vacancv  located  at  a  non-codeo  remote  site  in  the  same  state  as 
the  requi si ti om nq  activity  and  there  is  no  DoD  coded  activity 
within  tne  commutina  area  ot  the  vacancy,  leave  the  State  Code 
blank.  The  computer  will  automatically  match  tne  requisition 
aoainst  tne  state  ot  the  requisitioninq  activity. 

(O)  Country  -  Leave  blank.  country  Codes  are 
not  used  with  tne  Automated  hTGPPER. 

(9 i  Referral /Ai ter /cancel  code 

ta>  Referral  Codes  are  entered  on  iv  on  an 
LDJUlL*i  requisition  in  accordance  with  qaraaraoh  B3b  below.  A 
reterral  code  desionates  tne  tyoe  ot  real strants  to  oe  referred. 

loi  Alter/Cancel  Codes  are  entered  on 
requisitions  already  submitted  in  accordance  with  paraaraoh  B3d 
below.  An  Alter/cancel  Code  cfianaes  a  requisition  which  has 
already  oeen  suomi tteo  anc  is  still  active  in  the  svstem. 

110)  Temporary  Unlv  -  Enter  a  " V"  when  the 
requisition  is  tor  a  temporary  action  (i.e.  .  temporary  position 
or  temoorarv  oersonnel  action).  Tne  requisitioninq  activity  will 
receive  reterral  resumes  only  tor  those  wno  have  indicated 
availaDilitv  for  temporary  positions.  If  tne  requisition  is  not 
tor  a  temporary  action,  leave  Plank.  See  Chapter  4  of  this 
manual  for  temporary  policy. 

(.11)  One  Time  Clearing  -  Enter  a  "Y"  for  positions 
which  require  one-time  matchinq  with  no  subsequent  matching.  All 
available  Priority  1  (Pi).  Priority  2  <P2>  and,  if  requested. 
Priority  3  (P3)  resumes  will  be  referred.  The  requisition  is 
then  automat l cal l v  cancelled  bv  the  computer.  This  code  is 
appropriate  tor  positions  to  De  filled  immediately  such  as 
extensions  ot  temporary  appointments  or  when  the  activity  is 
preoared  to  issue  an  inservice  referral  list  from  an  open 
continuous  announcement  upon  receipt  ot  tne  request  for  personnel 
action.  Misuse  of  this  code  may  result  m  program  violation  and 
directed  pi _a cement  ac t ion. 
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2.  Matching  and  Heterrai 

a.  Ream  si ti ons  submitted  to  clear  the  Automated  STOPPER 
will  oe  matched  aqainst  active  registrants,  based  on  the  specific 
pav  qroup ,  series,  grade,  options  (if  any),  location  and  the 
limitation  of  the  referral  code  used. 


b.  it  there  is  a  match,  resumes  will  be  referred  through 
the  BBS.  It  the  number  of  resumes  referred  does  not  egual  the 
number  of  vacancies  shown  on  the  requisition,  the  matching 
process  will  automatically  continue  in  each  night's  cycle  until 
the  number  of  resumes  referred  equals  or  surpasses  the  number  of 
vacancies  or  until  the  ream  sit ion  is  cancelled.  On  initial 
ream  sit ion.  the  following  process  will  be  in  effect: 


NO  RESUMES  REFERRED 


ONLY  PRIORITY  1  (PI) 

resumes:  referred 


ONLY  PRIORITY  2  <P2) 
RESUMES  REFERRED 


-  dailv  matchinq  until  resumes  are  issued 
or  requisition  is  closed. 

-  requisition  remains  active  but  on  "hold" 
tor  14  calendar  davs  or  until  all 
resumes  are  cleared  by  report  action. 

-  reoui si t i on  remains  active  but  on  “hold" 
tor  14  calendar  davs  or  until  all 
resumes  are  aearp d  by  report  action. 


ONLY  PRIOR 1 J Y  3  (P3 ) 
RESUMES  REFERRED 


ONLY  PI  AND  P2 
RESOMES  REFERRED 


PI.  P2.  AND  P3 
RESUMES  REFERRED 


-  danv  matcmno  until  Pi  or  P2  resumes 
are  referred  (in  which  case,  see  P1/P2 
above;  or.  it  no  Pl/P2's  are  referred, 
until  the  ream  sit  ion  is  closed. 

-  requisition  remains  active  but  on 
"hold"  tor  14  calendar  days  or  until 
all  resumes  are  cleared  by  report 
action. 

-  requisition  remains  active  but  on 
"hold"  for  14  calendar  days  or  until 
all  PI  and  P2  resumes  are  cleared  by 
report  action. 


c.  Daily  matching  continues  until  the  total  number  of  PI 
and  P2  referrals  equals  the  number  of  vacancies  entered  on  the 
reoui si tion. 

Example:  A  requisition  for  3  vacancies  is  submitted  at  noon  on 
Mondav.  I  his  starts  a  14-day  cycle.  On  Tuesday  morning,  the 
activity  checks  the  BBb  and  receives  V  resumes  (l— Pis  1-P2;  and 
7-P3 ' s) .  bince  onlv  2  P1/P2  resumes  were  initially  referred  and 
tne  reouisition  is  tor  3  vacancies,  the  computer  continues  to 
matcn  the  reouisition  on  a  daily  basis  until  a  total  of  3  or  more 
f-i/K/  resumes  are  referred,  at  which  time  tne  requisition  is 
placed  on  "hold". 
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d.  If,  based  on  the  submission  of  report  actions,  the 
total  number  of  outstanding  P1/P2  referrals  falls  below  the  total 
number  of  vacancies,  daily  matching  will  again  occur.  As  long  as 
outstanding  PI  or  P2  resumes  egual  the  number  of  vacancies,  no 
new  referrals  will  be  issued  until  14  calendar  days  pass  from 
initial  requisition.  At  this  time,  the  computer  will 
automatical ly  match  and  refer  new  Pi  and  P2  resumes.  However, 
once  a  P3  resume  is  issued,  no  new  P3  registrants  will  be 
referred  until  the  14— day  recvcle.  It  the  total  number  of  all 
resumes  referred  reaches  or  surpasses  2b,  no  new  P3  resumes  will 
be  referred. 

example:  V  resumes  (3-PI 's:  1-P2;  and  5-P3's)  are  initially 
referred  for  a  requisition  tor  4  vacancies.  Since  the  number  of 
Pi/F2  resumes  eauai  the  number  of  vacancies,  the  requisition  is 
pur  on  "hold".  Pour  davs  before  the  14-dav  recvcle,  the  activity 
suomi ts  reoort  actions  to  clear  2  of  the  Pi  registrants  (both 
reported  not  nuaiitiea  per  releasino  CPU) .  There  are  now  onlv  2 
outstanding  P1/P2  resumes,  whicn  is  less  than  the  number  of 
vacancies  (41.  The  computer  automati cal ly  beoins  daily  matchina. 
two  new  Pi/r-V  are  referred  tn*»  next  dav.  1  ne  reauisition  is 
aoain  placed  on  "bold".  Ihp  reauisition  then  recycles  on  the 
fourteenth  day.  No  new  *-M.  are  referred  unless  the  numoer  of 
outstandino  referrals  fails  oelow  the  number  of  vacancies. 

e.  tverv  14  calendar  days  reauisitions  recvcle 
reaardless  of  the  number  of  resumes  which  have  already  been 
received  and  ail  new  Pi  ana  P2  registrants  are  referred.  P3 
resumes  are  referred  only  if  the  total  number  of  outstanding 
referrals  (no  gaining  report  action  submitted)  is  less  than  25. 


f.  Requisitions  through  the  Automated  STOPPER  (except 
those  coded  with  "One  Time  Clearing"  on  the  Position 
Reauisi tion/Control  Format)  remain  active  until  cancelled  by  the 
reauisi tionina  CPU  or  DDSC. 

a .  Policies  on  how  to  "work"  resumes  received  through 
the  Automated  STOPPER  are  in  paragraph  81  of  Chapter  4;  Chapter 
b;  and  Appendix  1. 

3.  Referral/Alter/Cancel  Codes 


a.  A  Referral  Code  must  be  used  for  every  requisition, 
fne  rererral  code  desianates  the  type  of  registrants  to  be 
referred  based  on  how  the  CPO  anticipates  fiiiina  the  position. 
Alter/  Cancel  Codes  are  used  tn  alter  or  cancel  active 
reauisitions.  *nese  codes  are  explained  below. 
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D.  K&rerrai  Code  -  A  Ke+errai  Lode  is  used  to  indicate 
tne  tvpe  c?t  referrals  needed  tor  each  reaui si t i on.  To  determine 
tne  aonropriate  re+errai  code,  tne  activity  must  first  determine 
now  tney  anticipate  tilling  the  position.  (For  example,  l-f  it  is 
anticipated  that  the  position  will  be  filled  through  merit 
promotion.  a  referral  code  "S'*  (see  para  B3b(4)  oelow)  should  be 
used  to  collect  P1/P2  registrants  as  well  as  P3  military  spouses: 
it  the  vacancy  is  tor  a  temporary  position  which  is  anticipated 
to  be  tilled  from  outside  the  component,  a  referral  code  "A“  (see 
paragraph  3b ( 1 )  below)  should  be  used  and  a  “Y“  placed  in  the 
Temporary  Unly  block  of  the  Position  Kequisi tion/Control  Format.) 
Care  must  be  used  when  selecting  a  referral  code  since  an 
l nappropr l ate  choice  may  result  in  failure  to  properly  consider  a 
priority  reqistrant.  This  could  result  in  a  program  violation 
which  requires  corrective  action  by  the  Zone  Coordinator.  It 
there  is  a  question  on  what  code  to  use,  contact  the  Zone 
coordinator  ‘ s  uttice  or  DbbC  tor  assistance.  Only  one  referral 
code  can  be  used  t-or  each  reouisition;  it  may  not  be  changed 
curino  tne  life  of  tne  requisition.  erroneous  referral  codes 
reauire  cancellation  and  resubmission  of  the  requisition  and/or 
reconstruction  ot  tne  action.  enter  one  of  the  tollowinq 
Keferrai  codes  tor  each  reouisition  submitted  through  the 
Automated  3  I 

'  1 )  Referral  code  “A**  -  use  this  cade  to  receive 
Frioritv  l.  2.  and  Pius  Keemolovment  Priority  Cist  (RPC) 
reo •  st rants.  ins  coce  is  appropriate  if  pianmnq  to  till  a 
position  i-rom  outside  the  comoonent. 

(2>  tfeTerrai  code  "P"  -  use  this  code  to  receive 
Priority  i  ana  2  reaistrants  only.  this  code  is  appropriate  it 
planning  to  tui  a  oosition  witnin  the  component,  by  other  than 
competitive  promotion  action. 

(3)  Referral  Code  "M*1  -  Use  this  code  if  tilling  a 
xeserve/ Nati anal  buard  technician  position.  This  code  will  refer 
all  Prioritv  1.  2,  and  3  who  have  indicated  an  availability  for 
reserve/  national  guard  technician  positions. 

(4)  Referral  Code  "S“  -  Use  this  code  to  receive 
Priority  1,  2  and  military  spouse  Priority  3  registrants.  This 
code  is  appropriate  if  planning  to  fill  a  position  through 
competitive  procedures. 

(b)  Referral  Code  “U*‘  -  Use  this  code  to  receive 
Priority  l.  2,  3.  RPL,  and  DORS  reaistrants.  This  code  is 
appropriate  tor  hard-to-tiil  positions  and  may  only  be  used  when 
cipflrina  positions  located  in  the  bO  states. 
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c.  Uverdue  Requisition  Notice  —  Hteauisitionino 
activities  will  be  sent  overdue  notices  throuah  the  BBS  60  days 
atter  a  renuisitior  is  submitted  it  there  are  outstanoinn  resumes 
or  it  the  -eauisition  nas  not  Oeen  rlosecl.  This  notice  will 
nrovine  pertinent  in+ormation  about  tne  reouisition  and  exDlain 
that  action  is  required  to  extend  or  cancel  the  reauisition.  1+ 
no  action  is  taken  within  tne  next  o-U  davs  to  extend  or  cancel 
tne  renuisinon.  “he  romnuter  will  automati cal  1  v  cancel  the 
reauisition.  unv  reauisition  wnich  is  canceller  bv  tne  activity 
or  comouter  wi  i  i  result  in  a  BBS  notice  t.o  the  activity  the 
toiiawmo  cav. 

d.  ftlter/tancel  Lode  -  The  Hlter/Lancel  Codes  listed 
below  are  used  to  chanae  the  number  o+  vacancies  indicated  on  an 
active  reauisition.  or  to  extend  or  cancel  a  requisition.  To 
accomplish  one  ot  these  actions,  a  Position  Kequi si t i on/Contr ol 
Format  must  be  comoleted  and  submitted  throuqh  the  BBS,  with  the 
appropriate  alter/cancel  code,  the  original  requisition  control 
number  and  the  requisi tioninq  activity  code.  The  followinq  5 
codes  are  the  only  codes  that  mav  be  used  to  alter  or  cancel  an 
active  requisition. 

(1)  Alter/Cancel  Code  “F“  -  Use  this  code  it  the 
position  nas  been  tilled  or  an  inservice  referral  list  has  been 
issued.  This  code  will  terminate  the  match] na  process  and  cancel 
the  requisition. 

K'Z)  ftlter/Cancel  Code  '*N''  -  Use  this  code  if  one  ot 
the  tollowina  occurs  (NOTE:  This  code  will  aenerate  a  report  to 
the  /one  Coordinator ' s  o+tice  on  those  actions  which  appear 
auest lonahle) : 

a.  the  position  is  not  aoinq  to  be  tilled. 
Return  outstandina  resumes  with  the  appropriate  report  action 
cone  ann  a  narrative  explanation  tor  those  returned  with  a  report 
action  ot  Zb.  Z/  or  4^. 

O.  * ne  reauisition  contained  incorrect  data 
d.e.  .  wrona  series.  aram ?,  etc).  It  no  more  chan  3  workdavs 
nave  passed  since  tne  reauisition  was  submitted,  it  mav  be 
cancelled  with  a  code  "N".  if  is  also  necessarv  to  submit  a 
report  action  “4>”  with  the  appropriate  explanation  to  clear 
outstandina  resumes  (ret  Chapter  11  ot  this  manual ) .  A  NEW 
reauisition  must  then  oe  submitted  with  the  correct  information. 
However,  it  more  than  3  workdavs  have  passed,  the  requisition 
must  be  cancelled,  report  actions  submitted  and  a  reconstructi on 
requested  from  UL)SC. 

(3)  Alter /Cancel  Code  '*C“  -  Use  this  code  if  you 
want  a  requisition,  which  has  been  on  tile  tor  60-90  days,  to 
remain  active.  This  code  will  extend  the  matchinq  and  referral 
process  tor  an  additional  60  days. 
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<4)  mt^r/Lancei _ Lode  *' I “  -  Us*?  tm  s  code  to 

increase  tne  numder  o+  vacancies  on  an  active  requisition.  If 
me  numrte>-  o+  vacancies  are  increased.  a  new  60— dav  Genoa 
oeains.  wnen  this  rode  is  used  the  block  tor  the  numDer  ot 
vacancies  on  the  r'nsiti on  Keouisiti on/uontrol  Kormat  must  also  be 
comp let eg;  ana  complete  audit  trail  documentation  must  be  kept  on 
each  individual  position.  NUifa:  unce  a  requisition  is 
submitted,  the  number  o+  vacancies  may  NOT  be  decreased  bv  use  of 
an  alter /cancel  code.  Tne  onlv  time  the  number  of  vacancies  on 
an  active  requisition  are  decreased  is  when  resumes  are  returned 
witn  report  action  code  rt14“  which  shows  a  placement  has  been 
made  aqainst  one  of  the  positions.  The  computer  then  "decreases" 
the  number  of  vacancies  automat l cal  1 y. 

(5)  Alter /Cancel  Code  "K"  —  Use  this  code  if  you 
want  to  cancel  a  requisition  when  NO  resumes  have  been  referred. 
This  code  may  be  used  only  when  the  requisition  is  unmatched,  no 
referrals  have  been  issued.  and  an  action  has  occurred  which  no 
lonaer  makes  the  position  subject  to  the  Automated  STOPPER  (i.e. , 
the  position  has  been  committed:  an  inservice  referral  list 
l ssueo .  etc. 1 . 

4.  Inactive  Keoui sit ions 

a.  A  reauisition  will  be  cancelled  by  the  computer 
anvt l me  a  reauisitiomna  activity: 

<i)  Submit- s  a  referral  code  "t”.  “K"  or  "N".  Use  of 
cnesc»  codes  requires  complete  audit  trail  documentation. 

< 2>  Submits  report  action  code  ••14”  (Placement  at 
tmr  activity*,  tr  tne  numoer  n+  resumes  which  equal  the  number 
ot  vacancies.  cor  examole.  the  computer  will  automatical 1 v 
cancer  a  requisition  submitted  tor  A  vacancies  when  2  resumes  are 
returned  with  a  report  action  code" 14".  When  this  occurs,  all 
other  outstandino  referral  resumes  received  aaainst  the 
requisition  must  be  returned  with  the  aDDroDri ate  report  action 
coae. 

(3)  tails  to  extend  a  requisition  within  90  calendar 
days  ot  tne  initial  request. 

b.  Quality  Control  -  A  complete  audit  trail  must  be 
maintained  tor  each  position  which  is  subject  to  the  Automated 
STOPPER. 

6.  Error  Reports  -  The  day  after  a  requisition  is  submitted, 
there  should  be  a  response  on  the  BBS.  If  the  requisition  is 
matched.  resumes  will  oe  available.  If  the  requisition  is 
unmatched,  there  will  be  a  reoort  documentino  the  results. 
However,  it  there  is  a  problem  with  the  data  submitted,  the 
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comDurpr  will  opnprate  an  error  reoort  which  exolains  the  probJem 
and  notifies  tne  activity  to  correct  and  resubmit  the 
reauisition.  U'uestions  on  error  reports  should  be  directed  to 
DUSl. 


7.  Keconstruct 1  on  -  1+  at  anv 
completion  o+  the  recruiting  cycle  an 
tailed  to  prooerlv  clear  a  position 
STOPPER ,  a  reconstruction  action  must  be 
with  procedures  contained  in  Chapter  4 


time  during  or  after 
activity  discovers  they 
throuqh  the  Automated 
requested  in  accordance 
of  this  manual. 


C.  THE  AUTOMATED  REFERRAL 


l.  The  voluntary  Automated  Referral 
sel ecti on  commitments  f or 


may  be  used  at  anytime. 


the  Automated 

Referral 

BIS 

oniv  be  made  while  the  Automated 

STUPPEK  is  clear,  i.e.  . 

a 

requisition  for  the  position  to  be 

filled  has  been 

submi tted 

to 

the  Automated  STOPPER  but  no  resumes 

are  on  hand  wmch  block  tne  action  at  the  point  of  commitment. 


A.  neoui sit  ions  suomi tteo  hv  you  "A1  cooeo  activities  :o  the 
Automated  Ke+errai  will  oe  matcnpd  aoainst  active  rpoistrant?  in 
tr>e  -ji’zth  ac^menc  Re-errai  ovstem  :uORs/.  oases  on  tne 
spen  +  ic  oav  orouo.  series.  oraoe.  option  codets;,  it  anv.  anc 
location.  in*  +  eren-  Referral  uoc.es  are  usee  neoenoent  on  whPtner 
rip  nos:  t  i on  is  ificatpa  r.rarp=Hie  or  overseas. 

i-..  *\‘prc .  s i  e  i  nn s  t  r  tne  euccmater-  Re+errai  are  matched  one 
time  aoainst  active  t>i«RS  reel  strants:  tne  comnuter  then 
automat : cal i v  cancels  tne  reouisition.  1+  there  is  a  match, 
resumes  a-e  rptpr'po  ’me  -roiiowino  oav  throuan  the  BBS. 

4.  ~;equi  si  ti  on  i  nn  froceoures:  To  receive  referrals  throunn 
the  Automated  Ke+erral .  submit  a  Position  Reoui si ti on/Controi 
Format  throunh  the  BBS  in  accordance  with  instructions  contained 
in  paragraph  Bib  above  with  the  toiiowmn  modifications: 

a.  He.iiote  Activity  -  Leave  blank. 

b.  Remote  State/Uountrv  Code  -  Enter  either  a  state  or 
country  code,  if  appropriate,  otherwise,  leave  blank. 

(11  Use  a  State  Code  from  Appendix  C  if  the  position 
is  located  outside  the  state  of  the  requisitioning  activity.  If 
the  position  is  in  the  same  state,  leave  blank:  the  computer  will 
automatically  match  the  state  of  the  requisitioning  activity. 
When  a  state  code  is  used,  a  " Z "  MUST  be  entered  in  the  Referral 
Code  block. 


KjL)  Use  a  Lountrv  Code  from  AoDendix  C  if  the 
position  is  overseas.  When  a  country  code  is  used,  a  “ B‘‘  must  be 
entered  in  The  Referral  Lode  block. 
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c .  Ref erral /Alter/Cancel  Code 


(1)  Referral  Code  “Z“  -  Use  Referral  Code  "Z"  to 
receive  DORS  registrants  for  positions  located  in  the  United 
States  and  Puerto  Rico. 


(2)  Referral  Code  "B‘‘  -  Use  Referral  Code  ‘‘B“  to 
receive  OURS  registrants  tor  positions  located  overseas. 

NfJTfc:  See  paragraph  Cl  above  on  the  requirement  to  clear 

positions  tnrounn  the  Automated  STOPPER  prior  to  making  a 
sex ect ion  commitment  ro  any  individual  referred  through  the 
Automated  Referral ■ 

<  >)  Alter /cancel Loops  are  NUT  used  witn  the 

Automated  wet err a i . 


d.  vine  lime  clearing  —  this  code 
HircimatPO  f(et«rrai  or'-?  everv  reouisition 
time  anc1  is  then  automat  ical  i  v  cancelled  bv 


is  NOT  used  with 
is  matched  only 
the  computer. 


the 

one 


ij.  Report  Actions 


a. 

reaui rement 


Keauisi tionino/Sainino _ Activities  nave  no 


reporting 


b.  Keoisterino/Rel easing  Activities  must  submit  report 
actions  in  accordance  with  Chapter  1 1  of  this  manual  with  the 
following  exception:  Report  Action  Code  “02"  (Declination  of 
offer)  does  not  remove  a  DURS  registrant  from  the  “Z"  program 
(Actions  03  through  iz  DU  remove  registrants  from  DORS). 


6.  Quality  Control  -  There  is  no  requirement 
audit  trail  on  requisitions  submitted  through 
Referral . 


to  maintain  an 
the  Automated 
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POSITION  RBQUIS I TI ON/CONTROL  FORMAT 


TEMPORARY  ONLY  . . 

ONE-TIME  CLEARING 


MAY  BE  REPRODUCED  LOCALLY 


Figure  10-1 


□  □  □ 


I 


LEGEND  FOR  ZONE  REGION  AND  STATE  CODES 


.  -ZONE  1 


BN 

- 

BOSTON  REG 

CT 

— 

Connecticut 

ME 

- 

Maine 

MA 

- 

Massachusetts 

NH 

- 

New  Hampshire 

RI 

- 

Rhode  Island 

VT 

- 

Vermont 

NY 

- 

NEW  YORK  REG 

NJ 

- 

New  Jersey 

NY 

New  York 

PH 

- 

PHILADELPHIA  REG 

DE 

Delaware 

MD 

- 

Maryland 

PA 

- 

Pennsylvania  r 

VA 

- 

Virginia 

WV 

- 

West  Virginia 

|  DC 

Dist.  of  Columbia 

2  - 

ZONE  2 

AT 

- 

ATLANTA  REG 

AL 

— 

Alabama 

FL 

— 

Florida 

-  Georgia 

-  Kentucky 

-  Mississippi 

-  North  Carolina 

-  South  Carolina 

-  Tennessee 

-  *  Puerto  Rico 


-  DALLAS  REG 


-  Arkansas 

-  Louisiana 

-  New  Mexico 

-  Oklahoma 

-  Texas 


3  -  ZONE  3 


CH  -  CHICAGO  REG 


IL  -  Illinois 
IN  -  Indiana 
MI  -  Michigan 
MN  -  Minnesota 
OH  -  Ohio 
WI  -  Wisconsin 


-  ST  LOUIS  REG 


IA 

— 

Iowa 

KS 

- 

Kansas 

MO 

- 

Missouri 

NE 

- 

Nebraska 

4  - 

- 

ZONE  4 

DE 

- 

DENVER  REG 

CO 

— 

Colorado 

MT 

- 

Montana 

ND 

- 

North  Dakota 

SD 

- 

South  Dakota 

UT 

- 

Utah 

WY 

— 

Wyoming 

SF 

- 

SAN  FRANCISCO  REG 

AZ 

Arizona 

CA 

- 

California 

HI 

- 

*  Hawaii 

NV 

- 

Nevada 

SE 

- 

SEATTLE  REG 

AK 

— 

*  Alaska 

ID 

- 

Idaho 

OR 

- 

Oregon 

WA 

- 

Washington 

*  These  areas  must  be  selected  individually  (HI,AK,RQ) 
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AK  -  Alaska 

AR  -  Argentina 

AS  -  Australia 

AZ  -  Azores 

BA  -  Bahrain 

BE  -  Belgium 

BD  -  Bermuda 

BL  -  Bolivia 

BR  -  Brazil 

BM  -  Burma 

CA  -  Canada 

PQ  -  Canal  Zone 

Cl  -  Chile 

CH  -  China 

CO  -  Columbia 

CS  -  Costa  Rica 

CR  -  Crete 

CU  -  Cuba 

DA  -  Denmark 

DG  -  Diego  Garcia 

DR  -  Dominican  Rep 

EC  -  Ecuador 

EG  -  Eqypt 

ES  -  El  Salvador 

UK  -  England 

ET  -  Ethiopia 

FR  -  France 

GM  -  Germany 

GR  -  Greece 

GL  -  Greenland 


GQ  -  Guam 

GT  -  Guatemala 

HI  -  Hawaii 

HO  -  Honduras 

HK  -  Hong  Kong 

IC  -  Iceland 

ID  -  Indonesia 

IR  -  Iran 

IZ  -  Iraq 

IS  -  Israel 

IT  -  Italy 

JA  -  Japan 

JO  -  Jordan 

CB  -  Kampuchea 

KE  -  Kenya 

KS  -  Korea 

KU  -  Kuwait 

LB  -  Labrador 

LA  -  Laos 

LE  -  Lebanon 

LY  -  Libya 

MY  -  Malaysia 

CQ  -  Mariana  Islands 

MX  -  Mexico 

MQ  -  Midway  Island 

MO  -  Morocco 

NL  -  Netherlands 

NA  -  Nether  Antilles 

NW  -  Newfoundland 

NU  -  Nicaragua 


NO  -  Norway 

OK  -  Okinawa 

MU  -  Oman 

PK  -  Pakistan 

PM  -  Panama 

PA  -  Paraquay 

PE  -  Peru 

RP  -  Philippines 

PO  -  Portugal 

RQ  -  Puerto  Rico 

SA  -  Saudi  Arabia 

SN  -  Singapore 

SO  -  Somalia 

SD  -  Scotland 

SP  -  Spain 

SU  -  Sudan 

TW  -  Taiwan 

TH  -  Thailand 

TD  -  Trinadad 

TS  -  Tunisia 

TU  -  Turkey 

TC  -  United  Arab  Emir 

UK  -  United  Kingdom 

UY  -  Uruguay 

VE  -  Venezuela 

VM  -  Vietnam 

VQ  -  Virgin  Islands 

YS  -  Yemen 

CG  -  Zaire 
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NON-POD  FEDERAL  AGENCY  CODES 

RELEASING  REPORT  ACTIONS 

Depar  t  merit  /  Agency  Codes 

Atomic  Energv  Commission  AE 

Dept  of  Agriculture  AG 

Soil  Conservation  Service  SC 

Forest  Service  FS 

Dept  o-f  Commerce  CM 

Dept  of  Education  ED 

Dept  of  Energv  DN 

Bonneville  Power  Admi n 1 st r at  1  on  BA 

Dept  of  Health  and  Human  Services  HE 

National  Institute  of  Health  NI 

Social  Security  Administration  SA 

Dept  of  Housing  and  Urban  Development  HU 

Dept  of  Interior  IN 

National  Park  Service  NP 

Bureau  of  Indian  Affairs  BI 

Bureau  of  Land  Management  BL 

Dept  of  Justice  DJ 

Bureau  of  Prisons  BP 

Federal  Bureau  of  Investigation  FB 

Immigration  and  Natural iration  Service  IM 

Dept  of  Labor  DL 

Dept  of  State  ST 

Dept  of  Transpor tat  1  on  TD 

Federal  Aviation  Administration  FA 

Federal  Highway  Administration  FH 

U.S.  Coast  Guard  CG 

Dept  of  Treasury  TP 

Internal  Revenue  Service  I R 

U.S.  Customs  Service  CT 

U.S.  Mint  M T 

Dept  of  Veterans  Affairs  (formerly  Veterans  Admin)  VA 

Equal  Employment  Opportunity  Commission  EO 

Fed  Communications  Commission  FC 

Fed  Deposit  Insurance  Corporation  FD 

Fed  Trade  Commission  FT 

General  Accounting  Office  LG 

General  Services  Administration  GS 

Government  Printing  Office  LF 

Interstate  Commerce  Commission  IC 

Library  of  Congress  LC 

National  Aeronautics  and  Space  Administration  NR 

National  Labor  relations  Board  NL 

Office  of  Economic  Goportunitv  OE 

Office  of  Personnel  Management  Cb 

Postal  Service  PO 

Selective  Service  System  S3 

Small  Business  Admi n 1 str at  1  on  SB 

Tennessee  Valiev  Authority  TV 

U.S.  Information  Agency  I A 

Other  Federal  Agency  OA 
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APPENDIX  L 


DEFENSE  OUTPLACEMENT  REFERRAL  SYSTEM  (DORS) 

(PROGRAM  Z) 


A.  INTRODUCTION 

1.  Ihe  Defense  Outpl acement  Referral  System  (DORS)  is  an 
automated  referral  system  established  through  a  cooperative 
effort  between  the  Department  of  Defense  (DoD)  and  the  Office  of 
Personnel  Management  (OPM).  DDRS  provides  referral  of  DoD 
employees  and  their  spouses  to  DoD  activities,  non  DoD  Federal 
aaencies.  state  and  local  Governments,  not  for  profit 
organizations,  and  the  private  sector,  includinq  state  and  local 
governments,  in  the  United  States  and  overseas. 

id.  Registration  and  placement  through  DORS  is  strictly 
voluntary  tor-  Doth  the  registrant  and  tne  potential  employer. 
DORS  snould  not  oe  contused  with  the  mandatory  provisions  of 
tne  uou  rrioritv  Placement  Program  <PPP> . 

B.  COVERAGE 

i.  mis  appenaix  contains  policv  and  procedures  tor  the 
real  strati  on  anc  referral  ot  current  civilian  DoD  appropriated 
*uno  employees  and  their  spouses. 


,r.  i  ni  s  aonendix  does  not  cover  nonaoproori  a  tea  tuna  (NAF  > 
employees  and  their  spouses  or  mil l tar v  members  and  their 
spouses . 

a.  DoD  nonappropri ated  fund  (NAF)  employees  and  their 
spouses  reaister  in  DORS  in  accordance  with  the  NAF  Policy  and 
Procedures  buide  which  is  available  throuah  the  Defense  Data 
support  center  (DDSC)  in  Dayton,  Ohio. 

d,  Military  members  and  their  spouses  register  in  DORS 
throuqh  tneir  local  Transition  Assistance  or  Family  Support 
Office,  where  procedural  guidance  is  available. 

C.  REGISTRATION  POLICY 


i .  El loibilitv 

a.  lo  be  eliaible  to  register,  an  individual  must  be: 

<l>  a  current  civilian  DoD  employee:  or 

(^)  a  spouse  ot  a  current  civilian  DoD  employee,  as 
lona  as  tne  uoD  employe0  is  registered  in  DORS  or  the  DoD  PPP. 


L-l 


(Aod-L.  Rara  L.1D) 


DoO  1400. 20-1 -M 


b.  (Additionally,  a  registrant  must: 

(1)  be  a  U.S.  citizen  or  a  non-U. S.  citizen  who 
currently  occupies  an  excepted  service  position; 

(2)  have  satisfactory  performance  and  conduct;  and 

(3)  be  qualified  and  available  for  positions  for 
which  reaistered. 

2.  Registration  throuqh  Programs  “Z"  or  "A**. 

a.  Registration  in  DURB  is  throuqh  either  the  "A" 
orooram  or  " l"  orogram;  nowever  an  employee  may  NUT  be  in  both 
programs  at  the  same  time. 

o.  -noioie  Hot)  employees  mav  simultaneously  be  in  the 
orooram  and  anv  otnpr  orooram  under  tne  uol)  Stability  of 
Civilian  tmoiovment,  except  the  Priority  Placement  “A"  Program. 

c.  Dot)  employees  are  ineligible  +or  ”4“  orooram 
registration  it  thev  are  mandatory  reoistrants  m  PPP:  nowever. 
tnev  mav  register  in  DORS  as  exolained  in  paragraph  u2d  below. 

d.  An  emoiovee  registered  in  the  "A"  proaram  may 
reqister  in  DURS  by  indicating  availability  for  other  Federal 
agencies  and/or  private  industry  in  Items  2V  and  57. 
respectively*  of  the  Reqi strati  on /Fi 1 e  Maintenance  Format.  When 
registration  for  DClRS  is  accomplished  through  the  "A"  program, 
the  skills,  grades,  and  area  of  referral  for  DoD  activities  and 
non  DoD  Federal  aqencies  must  De  in  accordance  with  PPP  policy. 
However,  an  individual  may  retain  an  expanded  geographical  area 
of  referral  fot  private  industry  and  may  register  for  referral  to 
overseas  DoD  activities  by  entermq  country  codes  in  Item  56.  In 
this  case.  when  referred  to  overseas  activities,  the  registrant 
will  NUT  be  referred  as  a  priority  candidate  but  only  as  a  PURS 
referral ■ 


e.  Employees  who  are  reaistered  in  the  "l"  program  who 
become  eliaiDle  tor  PPP  t“A”  proaram)  registration,  mav  have 
their  registration  moved  from  one  proaram  to  the  other  through 
the  btfti,  usino  the  DDBC  “Automation  buide"  procedures.  In 
accordance  with  these  instructions,  the  “i“  proaram  registration 
win  automatical  1  v  be  drooped  dv  DDBL  uoon  submission  of  an  “A" 
irooram  reaistration. 

NUT t :  wnen  an  employee  is  moved  from  the  ’•/••  to  “A"  program 
under  these  procedures.  a  complete  review  must  be  done  of  all 
data  elements  to  assure  that  the  registration  complies  with  KPP 
policy  ar.o  procedures  u.e.  .  dual  1  f  1  cat  1  ons  .  skills,  grades,  area 
of  referral .  etc.; 
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i>.  REGISTRATION  -  The  -following  applies  to  "Z"  proqram 
registration  only: 

1.  Ser  1  es  -  individuals  may  be  registered  tor  up  to  -five 
skills  and  must  be  auaii+ied  based  on  education  and  experience, 
final  oualitication  and  appointabi 1 l tv  determination  are  the 
responsibility  o+  the  gamma  CPU. 


uracp 


a.  me  nmhest  grace  tor  wnich  elidible  to  reaister: 

<  :  i  -py  current  emmovees  on  permanent  appointments— 
no  nionor  than  arrent  ne^manen t  Oracle. 

i  -- -  -or  employees  on  temporary  appointments  wit h 

prior  reoerai  service  or  spouses  with  prior  federal  service  — 
last  permanent  oracle  neid. 

<b)  tor  registrants  without  status  or  with  no  prior 
teaerai  service  -  hiahest  arade  tor  which  eligible  based  on  X-118 
or  X-llfcHJ  oualitication  standards. 

o.  in  all  cases.  the  lowest  grade  tor  registration 

purooses  is  the  lowest  grade  tor  which  the  registrant  will  accept 
an  otter,  but  not  to  exceed  3  grades  below  the  high  grade  tor 
which  eliaible/  reaistered.  It  registerina  tor  ditterent  pay 
mans,  each  oay  plan  is  treated  separately,  tor  example: 

11)  it  high  arade  tor  which  registered  is  13S-11,  may 
register  as  low  as  88-8. 

12)  it  hioh  grade  tor  which  reaistered  is  WG-8,  may 
reaister  as  low  as  Wb— b. 

Geographic  area  -  There  are  no  limitations  to  the  area  a 
registrant  selects  tor  reterral.  Ihe  registrant  can  choose  to 
reaister  tor  locations  in  the  United  states  and/or  overseas.  A 
soouse  s  area  ot  referral  must  be  the  same  as  tne  sponsor.  Under 

••  £  program  m  Ci  vi  dual _ activity  selections  are  not  permitted: 

tnprptcirp.  entry  r nr  ?on°,  remon,  state  or  country  must  be  made. 

s .  hovino  t.x Ponses 

a.  _L"  ,-"oqrnm  —  Hovina  expenses  are  not  guaranteed 
when  placement  is  tprouco  the  “ / “  proaram.  It  tne  reaistrant  s 
act' vi tv  has  seen  loentitiec  tor  closure,  expenses  will  normally 
be  paid.  however,  without  a  KlF  notice  or  assurance  that  the 
reaistrant  wi i i  oe  seoarated .  tne  registrant  is  responsible  tor 
movina  expenses  unless  able  to  negotiate  with  the  new  employer 
tor  payment.  hovma  expenses  cannot  be  authorized  if  a  move 
results  from  placement  in  private  industry  or  from  a  spouse's 
acceptance  ot  an  otter. 
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o.  "A"  Program  -  1+  placed  throuah  the  PPP.  movina 

expenses  are  paid  in  accoroance  with  the  Joint  Iravel  Reaulation 
unw>  and  chanter  naraorapn  t-  o+  this  manual. 

E .  REGISTERING  ACTIVITY  PROCEDURES 

i.  Keoistration  and  tile  maintenance  will  oe  in  accordance 
with  unanters  cl  anc  'i  excent  as  roiiows: 


a.  Item  Ob  -  tenter  a  "/. ". 


b .  item  13  -  tnter  pay  arouo,  series  and  arade  of 
current  or  last  permanent  Pederal  employment.  1+  none,  leave 
D 1  an  k . 


c.  Item  14  -  Enter  title  o+  current  position  or  last 
position  occupied.  If  not  employed,  leave  blank. 


d.  Item  2V  —  Enter  a  “Y“  to  indicate  availability  tor 
non— Doll  federal  aaency  positions.  (NOTEr  On  a  “Z"  program 
reoi stration ,  the  reaistrant  must  have  a  "Y“  in  both  Item  2V  and 
Item  b? ) . 


e.  item  41  -  Enter  the  anticipated  effective  date  of  the 
Rif  action  (i.e. ,  date  of  separation,  change  to  lower  grade, 
etc.).  i*  not  involved  in  a  KIP ,  leave  blank. 

t.  Item  42  -  Enter  one  vear  from  the  date  shown  in  item 
41.  it  Item  41  is  blank,  leave  blank. 

c.  items  4o-  through  4c?  -  Leave  Blank. 

h.  Items  4/  through  bo  -  tnter  zone,  region  and/or  state 
^elections  tor  referral  of  reoistrant  to  DoD  and  non  DoD  federal 
employees  n  the  united  States. 

i.  Item  hi  —  Leave  oiank. 

7.  items  b2  through  bb  -  Leave  blank. 

x.  item  b6  -  it  referral  is  desired  tor  overseas ,  enter 
ud  to  20  overseas  country  codes  (Appendix  u) . 

l.  Item  b/  -  tnter  a  M Y"  to  indicate  availability  tor 

private  sector.  (NUIE:  Un  a  “Z“  proaram  registration ,  the 

registrant  must  nave  a  "V  in  this  Item  and  Item  2V.  > 

m.  Item  bb  -  Appendix  C  contains  codes  for  referral  to 
the  private  sector.  This  item  allows  tor  single  region  selection 
or  expanded  area  by  use  of  Region  codes  13  through  15.  If  the 
registrant  desires  consideration  only  in  a  specific  city  and 
state  enter  "00‘‘  in  this  Item  and  specify  the  choices  in  Items 
bV  through  62. 
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r>.  items  rjV  through  62  —  individuals  mav  reoister  for  up 
to  two  states/citj as.  (noose  tne  aobreviation  of  the  state  from 
tne  state  Lodes  Utnnpnaix  L> .  snow  trip  name  o+  tne  i  araest  citv 
icammutina  area)  within  the  selected  state  where  the  reaistrant 
wishes  to  work.  ua  the  same  tor  tne  second  cnoice.  «  citv 
identified  in  item  60  must  oe  witnin  the  state  identified  in  item 
bv.  fLso,  a  citv  identified  in  item  62  must  ne  within  tne  state 
identified  in  item  61.  fnese  locations  do  not  nave  to  oe  in  the 
real  on  chosen  in  Item  06.  h  state  code  mav  not  oe  shown  without 
a  citv  ana  a  city  may  not  ne  shown  without  a  state. 

o.  item  6J»  -  ueave  blank. 

2.  Ubb  UF  FILS  MAINTENANCE  TO  EXTEND  REGISTRATION  IN  DORS 
KUk  iJN£  YEAR  -  Whether  there  are  dates  in  Items  41  and  &2  or  not. 
tne  followino  steos  are  reauired  to  extend  a  “Z"  proaram 
reai strati  on : 

a.  Keoxstenno  CPO's  are  notified  by  a  Heqistration 
Unci&te  Notification  Listina  after  a  registrant  has  been  in  DORS 
tor  11  months. 

b.  ;he  Cnj  should  first  determine  whether  the  reaistrant 
is  still  eiicibie  for  continued  registration  and  whether  he/she 
desires  to  have  his/her  reoistration  data  extended  for  an 
additional  year.  i-nr  those  who  desi  re  extended  reoistration,  the 
’ ■r'U  should  review  the  resume  data  to  determine  which  Items 
recuire  an  uodate. 

c.  i,nanaes  are  made  ov  file  maintenance  on  a 
Konu strat i on/  file  maintenance  Format  ana  submitted  throuqh  tbe 

a.  file  maintenance  received  and  orocessed  bv  UDSC 
before  the  end  of  tne  i_2tn  month  or  the  applicant  s  reoistration 
win  serve  to  extend  tne  reoistration  tor  an  additional  year. 
Anv  tile  maintenance  submitted  aurina  the  year  will  serve  to 
uodate  a  DUKS  reoistration  tor  a  vear  from  the  date  processed  bv 
DDSL. 


e.  tile  maintenance  not  processed  at  DDSL  before  the  end 
of  the  i2th  month  will  result  in  deletion  from  DORS  by  automatic 
computer  action  and  future  registration  will  reouire  submission 
of  a  new  Kegistration/Fiie  Maintenance  Format. 
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F.  COUNSEL  X N6 


Counsel 1  no  the  reaistrant  is  an  important  step  of  the 
reqistration  process.  A  Counseiinq  Checklist  is  included  at  the 
end  of  this  Appendix  and  must  be  followed  in  the  counseiinq 
session.  It  must  be  signed  bv  the  registrant  and  the  counselor. 
A  copy  should  be  provided  to  the  reqistrant  and  a  copy  kept  as 
part  of  the  reqistrant  s  tile.  This  checklist  provides  the 
information  that  must  be  shared  with  the  individual  and  documents 
that  it  was  discussed.  It  also  serves  as  the  release  for  Privacy 
Act  data.  if  an  employee  and  spouse  are  both  reqisterinq,  it  is 
recommended  that  they  be  counseled  together. 

G.  DELETION  FROM  DORS 

1.  "Z“  Program  —  DORS  reqistration  is  active  until  one  of 
the  followina  situations  occur: 

a.  Reaistrant  decides  to  no  longer  oe  reqistered. 

b.  fmolovee  is  no  lonoer  on  i)oU  rolls. 

c.  tmoiovee  s  performance/ conduct  warrants  deletion. 

a.  employee  j  s  encible  and  reqisters  in  FFP.  uoan 
regi  strati  on  in  th“  ”  A "  r>rooram.  "I"  proaram  registration  ends 
auromati  cal  i  v.  if  an  "A-'  program  reaistrant  wants  to  he  referred 
throunn  DUhV>,  this  mav  oe  accomplished  in  accordance  with 
paraaraon  L2d  of  ’■ms  apoendix. 

e.  sponsor ina  employee  is  no  longer  reqistered  in  DORS: 
therefore,  spouse  loses  enaioiiitv.  If  the  DoD  employee 
relocates  as  a  result  of  placement  through  PFP  or  DORS,  the 
spouse  may  remain  reaistered  in  "2“  program  tor  one  year 
foliowinq  the  move.  even  it  the  employee  is  not  reqistered  in 
DORS.  The  area  of  referral  for  the  soouse,  in  such  case,  must  be 
for  the  commuting  area  of  the  new  location. 

t.  A  year  has  passed  since  registration  or  any  file 
maintenance  processed  (no  update/change  has  been  submitted); 
computer  will  automatical l v  delete  registration  from  DORS. 

2.  “A"  Program  -  An  employee  who  is  registered  in  DORS 
through  an  “A"  proqram  registration  will  remain  active  in  DORS 
until  one  of  the  following  situations  occur: 

a.  hmployee  is  no  longer  reaistered  in  "A"  Proaram. 

b.  tmoiovee  remains  in  "A"  Proqram  but  no  longer  wishes 
to  be  referred  to  non  DoD  Federal  agencies  and  private  sector, 
thnter  an  "N"  in  items  2**  ana  57  of  the  Keoi  strati on/Fi  1  e 
Maintenance  format. ) 
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H.  lift  INI  NB  ACTIVITY  PROCEDURES 

1 .  Requi si t ion l no 

a.  Non  Doll  Federal  agencies  and  private  sector  request 
referral  lists  of  DORS  registrants  by  contactinq  0PM  or  the 
Defense  Manpower  Data  Center  (DMDC) . 

b.  DoD  activities  submit  DORS  requisitions  to  DDSC  in 
accordance  with  the  orocedures  in  Chapter  10  of  this  manual . 
Prior  to  til  ling  positions  throuon  PCJRS,  the  Automated  STOPPER 
must  be  cleared,  (i.e.  ,  a  requisition  for  the  position  to  be 
tilled  has  been  suomi tted  but  no  orioritv  resumes  are  on  hand 
which  biocK  the  action  at  the  point  of  commitment.) 
kpciu i s i t i on l no  throuon  iXJKS  DOES  NOT  meet  the  requirements  tor 
ciean no  the  Automated  UPPER  tor  the  PPP. 

Z .  l  ii-  KEKb 

a.  utters  tram  DoD  and  non  DoD  federal  aoencies  are 
mace  to  tne  reoist^ant  tnrouqh  tne  CP0.  Utters  trom  the  private 
sector  mav  oe  made  mrectiv  to  the  reaistrant.  Once  an  otter  is 
mace  to  a  registrant,  a  response  snouifi  be  made  within  calendar 
cays. 


b.  Declination  o+  any  otter  does  not  result  in  removal 
trom  tne  " l "  proaram. 

c.  Declination  of  an  otter,  while  reqistered  in  DORS 
tnrouqh  an  “ft"  oroqrara  registration ,  will  be  in  accordance  with 
policy  contained  in  Chapter  3,  paragraph  B28  of  this  manual. 

I.  REPORT  ACTION  CODES 

The  requisitioninq/qaminq  CP0  has  no  reportino  requirement! 
The  registerinq  activity  must  complete  report  actions  in 
accordance  with  Chapter  11  except  that  report  action  ,'02,‘ 
(Declination  of  Otter)  does  not  remove  a  DORS  registrant  from  the 
"Z"  proaram.  (Report  Action  Codes  03  throuqh  12  remove 
registrants  from  DLlRS)  . 

J .  REGISTRANT  RECORDS 

A  tile  must  be  kept  on  each  DORS  reaistrant  tor  a  period  of 
one  vear  tmm  tne  hate  ot  his/her  deletion  trom  the  program. 
She  tile  should  contain  a  sianed  capv  of  both  the  completed 
ropi str at i on .  tne  counseling  cneckiist,  anv  tile  maintenance 
suomi tt eo  and  otters  made  with  the  resultino 
arceotance/aeci i n st: ons  documented. 
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COUNSEL I NS  CHECKLIST 

Durinq  tne  rpaistratinn  counseima  session,  the  +ollowina 
information  must  he  discussed  with  each  individual  reaisterino  in 
DUKS.  check  ot-*-  each  item  as  vou  no  along.  After  comoletion  of 
the  counsel  inn,  rne  reniatrant  and  the  counselor  must  si  on  and 
nate  tm-  checklist.  which  will  hecome  oart  ot  tne  registrant's 
Jtln'b  tne. 

1  t  j  A  NO  1  Nr  1 .»  : 

jUKS  is  a  voluntary  re+erral  orooram  tor  both  the  reqistrant 
and  ’-.ie  emolovinn  ntt ice. 

_  All  civilian  Doll  emoiovees  are  eliqihle  to  reqister. 

_ Spouses  o+  DoU  emdovees,  who  are  reoistered  in  DORS  throuoh 

the  "A"  or  "l"  proorams,  may  also  reqister  in  DORS  (throuqh  the 
“  Z"  orooram)  even  it  they  have  never  worked  Tor  the  Federal 
government . 

_  DORS  should  not  be  confused  with  the  Priority  Placement 

Program  (PPP)  which  is  a  mandatory  placement  prooram  within  DoD. 

_  If  an  individual  is  currently  reoistered  in  the  DoD  PPP  and 

desires  referral  throuqh  DORS,  the  employee  may  be  referred  to 
non  DoD  Federal  agencies  and  private  sector  throuqh  the  ‘'A*' 
prooram.  The  skills  and  area  at  referral  will  be  in  accordance 
with  PPP  Doiicy. 

_  Performance  and  conduct  of  DORS'  reoistrants  must  be 

satisfactory, 

Keaistrants  should  be  sure  thev  are  readv  to  reqister  in 
Dt.'rtb  and  will  seriously  consider  anv  otter. 

_ Keaistrants  wi  i  i  n>->  available  to  reoort  tor  outv  within  Z'  to 

n  weeks  ot  acceptance  or  an  otter.  it  currently  overseas,  must 
ne  available  to  rpnort  tor  outv  witnin  weeks  ot  acceptance  ot 
otter . 


_  Keaistrants  win  oe  refprred  to  DoD,  non  DoD  federal 

aoencies  and  the  private  sector.  A  reoistrant.  is  referred  to 
ai i  three  sources  under  DORS. 

_ neoaraohic  area  ot  referral  is  open;  however,  moving 

expenses  are  not  ouaranteed.  txpenses  may  be  paid  depending  on 
wnetner  tne  organisation  is  underdoing  a  reduction  or  is 
actually  closing.  Ihe  aainina  aqency  may  choose  to  pay 
expenses.  novina  expenses  as  a  result  of  placement  in  the 
private  sector  cannot  be  paid  by  DoD.  DoD  cannot  authorize 
payment  ot  movinq  expenses  as  a  result  of  a  spouse's  acceptance 
ot  an  offer. 

_  May  reqister  tor  up  to  b  skills  for  which  Qualified. 
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_  Declination  ot  otters  under  OURS  will  not  result  m  removal 

tram  the  oroaram. 


itrreotance  ot  anv  oosition  with  Uoii  will  allow  continued 
■'POistrat?  on  in  .>UHb:  however ,  arceotance  o+  an  otter  with 
another  *-=derai  aoencv  or  tne  private  sector  terminates 

eiiniDilitv  in  vmjks. 

Keaistration  data  provided  will  be  niven  to  prospective 
emoiovers  inriuoinn  name.  address,  home  teiepnone  numoer . 
education  level,  current  position,  orade  level  and  experience. 
This  data  must  he  kept  current  by  intorminc  the  CPO  ot  anv 
chances. 

_ _  Reaistrants  should  have  a  current  SF— 171,  Application  tor 

Federal  employment,  and  a  current  resume  if  requested  by 
prospective  employers. 

_  Registrants  should  respond  within  4  calendar  days  to  any 

otter  ot  employment. 

Privacy  Act  Statement  -  Section  1301,  3301,  and  3304  ot  Title  5 
of  the  U.S.  Code  authorizes  the  collection  and  use  ot  the 
information  on  the  Defense  Data  Support  Center  Bulletin  Board 
System  and  tne  Keqi strati on/F i le  Maintenance  Format.  We  must 
have  vour  Social  Security  Number  (SSN)  to  keep  your  record 
straiont  because  other  reoistrants  mav  have  the  same  name, 
information  on  vour  experience,  education,  traininq  and 
self -development  e+torts.  awards,  and  special  dual  if l cat ions  is 
necessary  to  evaluate  vou  aiona  witn  other  candidates  tor 
positions  tor  which  vou  mi  ant  be  referred  throunh  tne  Defense 
Uutol acement.  Referral  Svstem  1UURS)  .  Information  will  be  aiven 
to  Oou  activities  anc  aiso  to  *-ederai  ,  state  and  local  aqencier. 
ann  the  private  sector.  bivina  us  vour  SSN  or  anv  other 
l  n^nr-nat  i  or*  is  voluntary.  However,  we  can  not  process  vour 

renisrration  it  vou  do  not  provide  the  requested  information, 
inis  completed  format  wi s i  become  a  part  of  tne  PURR  reaistration 
Dackace  which  mav  be  reviewed  in  eitner  administrative  or 
lufliciai  nroceecincs. 


Reqistrant  Si qnature/ Date 


CPO  Si qnature/Date 


MAY  BE  REPRODUCED  LOCALLY 
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